


. ; The new Smith-Corona Electra 12 costs 
Now! Electric typing less than any office typewriter, electric or 
manual! Designed and priced for every 
for every office business, the sturdy Electra 12 is fast and 
easy to operate. Any typist can produce 
print-perfect results. And the compact 
Electra 12 is less than half the price of 
other electrics. Send for free trial now. 


$17 950 








Manufacturer’s list price. Subject to change. F.E. Tax extra 
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The Traveletter® System for reimbursing 
travelers has nation-wide acceptance. 


If the dots on the above map could show them accurately, you would 
count over 5,000 of the better hotels and motels across North America—Each 
one of them is ready to serve you as a Traveletter user. 

Every year Traveletter processes literally hundreds of applications from 
new hotels and motels—with only one idea in mind—to serve you better. 

W hat does this mean to you Mr. Employer? 

It means that your traveling representatives can get immediate reimburse- 
ment—in cash—for their travel expenses at any of these hotels and motels— 
upon presentation of their Traveletter Authorization. The front office per- 
sonnel of these hotels and motels are experienced in serving Traveletter 
holders. They have long recognized The Traveletter Authorization as a 
guaranteed instrument. It means that your traveling personnel will not suffer 
the embarrassment and inconvenience associated with other forms of paper. 


if your present system, or any other system under consideration does 


not give you this nation-wide acceptance, you should investigate 
The Traveletter System immediately. 


Traveletter 


Descriptive Brochure on Request .-- Modern System for Handling and 
"'Traveletter’’ Reg. U. S. Pat. Off. Controlling Travel Expenses Since 1894 


TRAVELETTER CORPORATION © GREENWICH 3, CONNECTICUT 
For More Information Circle No. 290 
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ALMOST A 
MILLION MILES 
OF PHOTO- 
COPYING PAPER 
ADDS UP T0 
PLENTY OF 
PHOTOSTAT 
KNOW-HOW 


Photostat® brings you a paper so consist- 
ent it's hard to make mistakes with it. 
You never have to vary exposure to keep 
all your copies alike. Using it is purely 
mechanical. 

This superior paper results from 50 years 
of paper-making. Since 1910, Photostat has 
supplied customers with 965,000 miles* of 
photocopying paper—enough to stretch 
from here to the moon four times. 

Throughout these miles of paper, the 
product has been constantly improved. 
Each new grade of paper is laboratory and 
field tested before it goes on the market. 

As a result, Photostat copying paper, 
gives you the results you want. It’s ‘‘curl”’ 
resistant. Copies never fade. They have 
definition and clarity. Orthochromatic 
quality gives you black and white repro- 
ductions from color copy without loss of 
detail. You suffer no waste of paper or 
operator's time when you insist on Photo- 
stat photocopying paper. 


18 standard grades and 99 different stand- 
ard sizes give you an extremely wide 
range to choose from. You can also get 
special sizes. 

A representative from a Photostat branch 
office will be glad to discuss these papers 
with you and help you work out your most 
economical copying methods. He will also 
tell you about Photostat’s many convenient 
purchase plans. 

*approximate figure 


Photostat Corporation means all these .. . 
PROJECTION PHOTOCOPYING equipment and supplies 
OFFSET DUPLICATING equipment and supplies 
PROCEDURAL MICROFILMING equipment and supplies 
OFFICE COPYING equipment and supplies 


® Registered Trademark of Photostat Corporation 
PHOTOSTAT CORPORATION 


4€ ER ME 


Iteh 
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VOL. 51, No. 6 


Do You Always Say (Write) Exactly What You Mean? 
What a person seems to say (or write) is not necessarily what he means. 
Sometimes, he, himself, doesn’t know it. MauRIce G. PosTLEY 


Bulletin Boards Are Effective for Personnel Communication ....... 
This company has proved that bulletin boards are the one medium that 
all employees read regularly. So bulletin boards should receive as much 
planning as any house organ. STEPHEN E. KORSEN 


How the Architect Plans a Modern City Office Building 
Today the cost factor overrides all others, but the building must still meet 
all requirements of esthetic utilitarianism. RoBERT L. BIEN 


Do You Watch Office Costs as Closely as Factory Costs? 
Some of the things that go on in offices would be considered outrageous 
were they to happen in the plant. Does this mean that the office is less 
efficient than the plant? W. E. MITCHELL 
System for the Small Hospital. 


The small hospital cannot afford expensive clerical procedures, yet it needs 
administrative controls. And many parts of our country need small 
hospitals. 


Facts You Should Know About Paper. . 
The office, as we know it today, could not exist without paper. Neither 
could the factory. The more we know about paper, the more intelligently 
we can use it in our daily work. Doris WILLIAMS VAUGHN 
NMAA Conference 


Effective Methods of Communication 
No matter how much top management values contact with its organiza- 
tion, there really can be no such thing as an open-door policy. It is up to 
the supervisor to represent the company to employees. Harry L. WYLIE 


What Happens to Employees When Offices Install Electronic Computers? 
Thanks to the Dept. of Labor’s Bureau of Labor Statistics, here are some 
facts and figures on a subject that is causing concern in many areas. 


Two New RCA Computers: 601 and 301 |. 
Computer Comparison Chart 

A Fast, Low-Cost Data Retrieval une 
Automatic Signature Verifier 

The Univac III Data System 

Card Punching Printer. - 
NCR 390 Computer Reads Forms. 
Semiannual Index to THE OFFICE 


THE OFFICE Product Index New Products 

New Books Literature from the Manufacturers 

Camera! News of the —— 

Automatic Systems .. News of the Indus 

Right or Wrong in — Relations 147 National Conference v4 Exhibit Calendar 267 
As We See It ... 270 


CIRCULATION OF THIS ISSUE OVER 55,000 
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OF PUNCHED TAPE 
ACCESSORIES 


® saves hours of filing 
and handling time. 

® pays for itself time 
and time again. 


' 


#7057 
UNWINDER 
Feeds tape to 

any in-put. 


#3057 
ELEC. TAPE 
WINDER 
Completely 
aufomatic — 
safe. Back ref- 
erence is sim- 
* y ple. 
#5057 HIGH SPEED 
MANUAL TAPE 
4-IN-1 WINDER 
Save time in wind 
ing, reviewing, 
searching miscellan- 
eous coded tapes. 
Winds tape at high 
speed. Oval 4”x6” 
base, height with 6” 
reel, 74”. 
Efficiently winds coded paper 
tape, magnetic or any other tape. 


TAPE-FILE ENVELOPES 


Gummed .__ Oilproof 
Polyethylene and 

Punched Card Envel- 

opes for every need. 

Right and left 

hand styles, with 

or without gum WR IT Bs 
for attaching FOR FREE 
to document. fer ee-Vhele 
Also Custom 


Designed. 
SAMPLE PACKET 
Envelopes & File 
Folders _..........$1 


BOX 2035 
. PROVIDENCE 5, 8.1. 
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William Schulhof, Publisher 
William R. Schulhof, Editor 
James Gorman, Managing Editor 


* 


ADVERTISING OFFICES: 


New York: Office Publications, Inc., 232 Madison 
Ave., New York 16, N.Y. LExington 2-2245 


Illinois & Wisconsin: Fred E. Zindler, 20 N. Wacker 
Drive, Chicago 6, Illinois. ANdover 3-2668 


Ohio, Indiana, Michigan: Phelps Pratt, Orwell (Ash- 
tabula County), Ohio. Orwell 265 


California: Douglas C. Lance, 1948 Highland Oaks 
* Drive, Arcadia, Calif. ELgin 5-6769 
Direct inquiries from other areas to 
New York office. 


* 


Subscriptions: one year $3; two years $5 to U.S. & 
Possessions. Foreign: one year $4; two years $6. 
50¢ a copy. When changing your mailing address, 
please give six. weeks’ notice and provide both 
your old and new addresses, as well as your title, 
company name and postal zone number. 


* 


THE OFrFice is published the first of every month by 
Office Publications, Inc., 232 Madison Ave., New 
York 16, N. Y. LExington 2-2245. Cables: Wilhof, 
New York. Accepted as controlled circulation pub- 
lication at East Stroudsburg, Pa. Printed in U.S.A. 
@ Office Publications, Inc. Entire contents 
©Copyright 1960, Office Publications, Inc. All Rights 
Reserved. Founded 1935. 


Also publishers of : 
La OFICINA (Spanish language annual) 
OFFICE EQUIPMENT EXPORTER (annual) 


The CANADIAN OFFICE (published monthly 
in Canada) 


Member of: 


Ge National Business Publications, Inc. 


Business Publications Audit of Circulation, Inc.-§$} ae" 





LIST SELECTION 


AND 


ADDRESSING FLEXIBILITY : 


AT A FRACTION 
OF THE COST 
YOU’D EXPECT TO PAY! 


SCRIPTOMATIC Model 10-S ADDRESSING MACHINE 


Designed to bring automatic list handling and addressing 
selectivity within reach of every mailing list user. Dependable 
electronic sensing feature permits the Scriptomatic Model 10-S 
to selectively address and count simultaneously without dis- 
turbing file sequence. 


The Model 10-S simply reads the notched edges of any card and 
prints from it or skips it according to program. Masters are 
made easily by any typist with electric typewriter in a fraction 
of the time required to make stencils or plates. Dollar savings 
are as drastic as the cost of paper versus metal, with extra 
bonuses in lower labor requirements and far less filing space. 
The Scriptomatic Addressing and Data Writing System repre- 
sents the “‘perfect marriage’ of punched card records and 


addressing equipment. Write today for details. 
$100 


SCRIPTOMATIC, INC., 1101 Vine Street, Philadelphia 7, Pennsylvania 


Modern Addressing—Data Writing Machines and Methods 


For More Information Circle No. 286 
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ep Six G-20 
the new data processing system with 
the ORGANIZATION CHART concept 


“Organization Chart” design in the Bendix G-20 means far faster, more efficient proc- 
essing of scientific and business problems. The reason is clear: 

The electronic manager of every data processing system is a computer. But most are 
poor “bosses” because they cannot delegate authority, or even supervise more than 
one operation at a time. Many computers run operations as complex as your own busi- 
ness, but with an inefficiency that you would never tolerate. Bendix engineers saw this 
shortcoming. and turned for a solution to the organization chart common to any well- 
managed business. 

The G-20 Central Processor, or computer, has a staff of well-taught subordinates that 
can take instructions from the “boss” and go to work on their own, directing the workers 
that perform such tasks as reading punched paper tape and cards, looking up data on 
magnetic tape. and printing results. The “boss” can direct numerous subordinates, and 
without human intervention, schedule the work for each, making sure the most impor- 
tant work is done first. While the subordinates handle the details, the Central Processor 
is free to do the all-important computing. 

This “organization chart” delegation of authority means several operations may be 
performed simultaneously, and with a minimum of equipment. The results? Call it 
“low cost per operation”, or “just plain efficiency”, but it is all the same... the Bendix 
G-20 gives you more performance per dollar than any other data processing system. 
The actual performance specifications listed at the right show the tremendous speed 
and power of the G-20. Components and design are the most modern in the industry 
today. System sizes can vary from a medium-scale system to a very large systera with 
remote on-line or off-line sub-systems. Write for complete descriptive literature. 


THE BENDIX CORP., COMPUTER DIVISION Dept. T-25, Los Angeles 45, Calif 
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SPECIFICATIONS: 

MEMORY: Core, to 32,768 words 
in 4096 word modules. 
EXECUTE +: 7 us. avg., fixed 
point, one-word precision. 13 
us. avg., floating point, one 
word precision. 

EXECUTE X: 49 ws. avg., fixed 
point, one-word precision. 49 
us. avg., floating point, one- 
word precision. 

ARITHMETIC: Built-in floating 
pt., 12 dec. digit precision 
CIRCUITRY: Solid-state; paral- 
lel; 2.5 kva 

PROGRAMMING: Symbolic as 
sembler or algebraic compiler 
INPUT/OUTPUT: 165,000 char 
second max., asynchronous. 
MAGNETIC TAPE: 120,000 deci 
mal digit/second read-write 
LINE PRINTERS: 600 words 
per minute. 

PUNCHED TAPE: 500 or more 
character/second readers. 100 
or more character/second 
punches. 

PUNCHED CARDS: Standard 
high-speed 80 column units 
CONTROL BUFFERS: 1024 char- 
acter memory for data and 
commands, Controls transmis- 


sion on-line or off-line. 
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SExy) 
MACKINAC 


JOB-READY 


iy BUSINESS PAPERS 


—] 


Complete line of MACKINAC 
Job-Ready Business Papers. 


MACKINAC BOND 
MACKINAC DUPLICATOR 
MACKINAC MANIFOLD 
MACKINAC MIMEO 
MACKINAC OFFSET 
MACKINAC OPAQUE 
MACKINAC VELLUM 


MACKINAC VELLUM is avail- 
able in White only; all other 
MACKINAC papers in White 
and six bright colors. 


All of the papers in the MACKINAC line are 
especially finished to work fast and accu- 
rately on high speed printing and duplicat- 
ing equipment. 

MACKINAC Job-Ready Business Papers are 
manufactured from 100% bleached, chemi- 
cal wood pulp and tub sized to insure 
quality and uniformity. Each grade is espe- 
cially prepared for the process for which it 
is designed, with a surface prepared for 
excellent ink reception. Precision cut at the 
mill to sizes 842” x 11” and 8%” x 14”. 


Send for informative booklet. 











FLETCHER 


~~ 


PAPER COMPANY 
General Sales Offices: 20 N. WACKER, CHICAGO 6, ILLINOIS 
Mill at ALPENA, MICHIGAN 


For More Information Circle No. 283 
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This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES, Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT 


ACCOUNTING BOARDS 
Shaw-Walker 


ACCOUNTING MACHINES 


Monroe .... 
National 


ADDING MACHINES 


Addo-x 
Premier 
Regna 
Unistroke 


ADDRESS LABELS 
Dupli-Stickers 


ADDRESSING EQUIPMENT 
Addressograph 

Cheshire 

Diamond Mail Ald 
at 

criptomatic 

Visiriter 

ADHESIVES 


Kleen-stik 
Scotch 


ANALYSIS PAPER 
Kraftbilt 


BINDERS 
Accogrip 
Merein Master 
NBB 


BINDERY TRUCKS 
Super Speed 


BINDING, PLASTIC 
Plastico 


BLUEPRINT FILES 


Confidential 
Glider 
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PRODUCT 


BOOKCASES 
Borroughs 
M 


BOOKS 


How to Chart 
Reproduction Manual 


BRIEF CASES 


Stebco 
Sturdex 


BUSINESS CARD FILE 
E-Z-File 


CALCULATORS 


46 Diehl 
44 Divisumma 


Facit 


5 Monro-Matic 


Totalia 
Transflo 


CAMERAS 


Goodkin 
Kenro 


CARBON COPY SETS 


200 Carbonsets 


Duplisette 
Exico 
Letterex 


CARBON PAPER 
Curtis-Young 
Grip-N-Pull 
Webster 


CARBONLESS PAPERS 


PRODUCT 


CASH REGISTER PARTS 
Cashere 


CASH REGISTERS 
R. C. Allen 


CASTERS 
Colson 


CATALOG CASES 


Sturdex 


CATALOG RACKS 


CHAIRS 


Columbia 


CHECKWRITERS 


CLEANING CLOTHS 


Scotch 


COFFEE BREAK TIMER 
Versatimer 


COIN CHANGERS 


68 COIN CHANGERS, AUTOMATIC 


Standard 


COLLATORS 
Bookleteer 
Gatherette ... 
Halverson 
Thomas 





PRODUCT 


COLUMNAR SHEETS 
Kraftbilt 


PAGE 


COMPUTERS, ELECTRONIC 


Bendix .... 
RPC-9000 .. 


CONTROL BOARDS 


Boardmaster kee 
SE alles adaues oon se 
Murograph 

Visual Magnetic . 


COPYHOLDERS 
Cop-e-Eez 
Curtis-Young 
Rite-Line 


COPYING MACHINES 
Copycat 

Copyflex .... 

Ektalith 

Electro-Rex 

Goodkin 
eee ck lbs dkukenwe 
Ozamatic 

Photorapid 

Photostat 

Sharpshooter 
Speed-O-Print 
Thermo-Fax 


DATA PROCESSING, Automatic 
Bendix i See 

Flexowriter 

Keysort 

Margin Master . 

RPC-9000 ...... 

Storms ... 

Tape-File 

Teletype 

Virginia .. 


DATING STAMPS 


DESK TOP CLEANER 
Lin-O-Kleen 


DESK TRAYS 
Kleradesk .... 


2 Azograph 


PRODUCT 


DICTATION PRACTICE 
Steno Discs 


DISPLAY PEGS 
Lumi-plugs 


DOOR BUMPER 


DRAFTING EQUIPMENT 


40 Grifhold 


Par-A-Glide . 


DRAIN PIPE CLEANER 
Fiush Gun .. 


DUPLICATING SUPPLIES 


Curtis-Young .. 
Webster .... 


DUPLICATORS, OFFSET 
Inner Back ar 


Ditt 
Dual. Lith 


DUPLICATORS, SPIRIT 
152, 153 

Conqueror . co te 

DUPLICATORS, STENCIL 


Bohn Rex Rotary ... 
Comet 

Rex-Rotary 
Ezy-graph .. 


ENVELOPE OPENERS 
MailOpener 


ERASERS 


Eberhard Faber . 
EraserStik . 
Green Glow . 


EXPENSE ACCOUNT SYSTEMS 
Traveletter . 


FACSIMILE MACHINES 
Electro-Rex 


FILES 
Add-A-Shelf 
Atlas 
Blueprint 
Glider .... 


95 Magazine 


DICTATING MACHINES 


Coronet . 
Stenocord . 
Stenotape .. 
Telefunken 
Time-Master 


10 


Paige .... 
Pronto 
Revo-File 
Shannovue 
Spacefinder 
Staktube ... 
Tape-File 
Tract-A-File 
Wassell .... 


PRODUCT 


FILING SUPPLIES 
Accogrip 

Avery 

File- i. Sist 

Flash 

Flex-I-Vision . 
OPI Premier .. 


FLOOR MATS 
Maso 


FOLDING MACHINES 


Foid-O-Matic 
Pitney-Bowes 


FORMS 


American Press 
Bedinghaus 

Blue Chip 

Carbon Ready 
International .... 
Reynolds & Reynolds am 
Rogersnap ... : 
Snappy-Tab . 
Stevenson & Smith . 


34 Therm-O-Seal 


FORMS HOLDERS 
Saunders 


FORMS RULER 
Par-A-Glide 


INSERTING MACHINES 
Pitney-Bowes 


INTERCOMS 
DuKane .. 


KEY CONTROL 
Telkee 


KNIVES 
Grifhold 


LABEL HOLDERS 
OPI Premier ....... 


LABELING MACHINES 
Cheshire .... 


LETTERHEAD ENGRAVING 
Dewberry 


MACHINE CONTROL PANELS 
Virginia 


MACHINE STANDS 


Maso 253 
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when your 
employees g0 
on vacation 


Call 
manpower 


for trained 
temporary help 


we'll work as long as 
you need us at low 
hourly rates. 


typists - stenos 
machine operators 
receptionists 
file clerks 


manpower, inc. 


World Headquarters: 820 N. Plankinton Ave: + Milwaukee, Wis. 


over 200 offices throughout 
the U.S., Canada, Mexico, and Europe 


For More Information Circle No. 300 
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PRODUCT 
MACHINE TIMERS 


Filmsort 
Photostat 
Thermo-Fax .. 


MOISTENERS 
NUMBERING MACHINES 
Roberts 


OFFSET EQUIPMENT 
(Also see Duplicators, Offset) 


PRODUCT 


PAPERS, LETTERHEAD 
Atlantic 

Gilbert Bond 

Mackinac Bond 

Parsons ..... 
Springhill Bond . 


PAPERS, TRANSLUCENT 
Patapar 


2 PAYROLL SYSTEMS 


Shaw-Walker 


PENCILS 
Semi-Hex 
Super-Riter 
Venus ... 


PENS, BALLPOINT 
Handi-Pen 

See 

Super-Riter . 
PHOTOCOPIERS 

(See Copying Machines) 


30 PLASTIC LAMINATION 


NuArc 

lm 

Photostat .. 

Program-Matic 
Sharpshooter 

Skip-tone 


PAPER CUTTERS 


Challenge 
Homs 
Kutrimmer 
Triumph 


PAPER DRILLS 
Spinnit 


PAPER HANDLING COMPOUND 
Sortkwik 


PAPER SHREDDERS 


Shredmaster 


PAPERS, CARBONIZING 
Schweitzer 


PAPERS, CARBONLESS 


NCR 
Town-Fac 


PAPERS, DUPLICATING 


Atlantic 
Gilbert ... 
Mackinac 
Springhill 


12 


Plain-Vu 


RIBBONS, INKED 
Curtis-Young 
M-50 ; 


Nu-Kote 
Storms .. 
Webster . 


SAFES 
Ever-Safe 


SHELVING 
Borroughs . 
Maso 


SOUND CONTROL 
Acoustinet ...., 


STAPLERS 

Bostitch . 

Swingline 

STAPLERS, ELECTRIC 


Staplex .. 


STEEL STRAPPING 


Mighty Mite ............... ; 


TABLES 
Virco 


TAPES, DOUBLE COATED 


8 Kleen-stik 


Scotch 


PRODUCT 


TAPES, SELF-ADHESIVE 
Scotch ... 


8 TELEPHONE AMPLIFIER 


Voicecaster 


TELEPHONE NOISE CONTROL 
Hush-A-Phone 


TELETYPEWRITERS 
Teletype 


TEMPORARY HELP 
Manpower 


TIME RECORDERS 


eds xe th 
Lathem 


204 TOWELS 


Disposable Cloth 


TRUCKS, BINDERY 
Super Speed 


TYPE CLEANER 
Scotch 


TYPE COMPOSING MACHINES 
Vari-Typer 


TYPING CARD HOLDER 


TYPEWRITER PARTS, TOOLS 


Futuristic Platens 
Typewriter Sundries . 


TYPEWRITERS, AUTOMATIC 


Auto-typist 
Flexowriter 


TYPEWRITERS, ELECTRIC 


Inner Front Cover 
Outer Back Cover 


Electra 
Olympia 


TYPEWRITERS, STANDARD 
Dynacord 
Olympia ...... 


VACATION-LEAVE CONTROL 
American Press 


XEROGRAPHIC EQUIPMENT 


Goodkin 
Sharpshooter 
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It’s so clean, so easy 
... that's why we attach 
papers with 


* REG. U.S. PAT. OFT. 


Double-Coated Tape 
No. 665 


Why waste time with old-fashioned glue 
or paste? “ScoTcH’’ BRAND Double-Coated 
Tape sticks on both sides, 
works like glue in ribbon form! 


There are no sticky fingers, no spills, spots 
or wrinkles on important papers. 
With the new C-12 Applier this handy linerless 
tape cuts mounting time up to 50%! 


More and more offices are discovering this 
neater, faster way to mount papers, to 
make attachments to assemble contracts or other 

documents. Call your stationer 
or office supplies dealer for ““ScoTcn’’ 
BRAND Double-Coated Tape No. 665! 





I'd like more information about 
“SCOTCH” BRAND Double-Coated Tape No. 665 


() Please send descriptive brochure. [J Please have salesman call. 





Do You Always Say (Write) 
Exactly What You Mean? 


MAURICE G. POSTLEY 


ONFUSION PERSISTS over what 
somebody thinks somebody else 

said—what we did not say, or did not 
intend to say. We are all tangled in 
words. Some of the knottiest tangles 
seem to afflict offices. Is this the fault 
of offices? Certainly not! It is just the 
fault of people. The reason the office 
gets sunk in the morass of who-said- 
what is that it is a center of communi- 
cations. When the business machine 
gets bogged down, the office goes down 
deepest. 

For instance, the purchasing agent of 
a large company received this hand- 
written note from the office manager: 
“Dear Joe—The boss wants to know 
what you think of the new inventory 
cards. Are they Okay?—Pete.” 

Joe promptly scribbled his answer on 
the bottom of the note: “The inventory 
cards are okay by me.” 


“When I said I was going away 
I didn’t mean ‘forever’ !”’ 


Joe then forgot the memo and went 
on about his work, which included tak- 
ing printing bids for the new inventory 
cards. They were to be used in several 
hundred branch warehouses. 

A few weeks later, Joe was chatting 
with the president of the company, who 
had much confidence in Joe. The presi- 
dent observed casually, “I see you've 
ordered the inventory cards. I have 
serious doubts about the whole inven- 
tory system, but everyone seems to like 
it, especially the author.” He was re- 
ferring to a vice president who had 
dreamed up the intricate plan. 

“I have my doubts, too,” Joe re- 
sponded. “It looks like too much work 
ever to get done.” 

“I wish you had told me that when 
I asked you,” the president commented. 
“Pete told me you said the system was 
okay as far as you were concerned.” 

“I didn’t know you asked me about 
the system. Pete asked me what I 
thought of the cards, not the system,” 
Joe answered. 

“I asked Pete to tell you I wanted 
your opinion about the whole system,” 
the president declared. There the matter 
rested. 

What really did occur? What did the 
president actually say to the office man- 
ager? Did he mention the system, or 
did he just think he mentioned it? Later, 
the office manager said the president did 


not even hint at the system. It seemed 
(Continued on page 100) 
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reduce 
coffee 
break 
time 
up to 
20% 


onvenient, large-capacity STANDARD 
CHANGE-MAKERS, located near your vending 
machines, can cut 3 to 6 minutes a day per 
mployee off that high cost coffee break time. If, 

for example, you employ 500 people at an average 
wage of $1.50 per hour, just 5 minutes a day 
would mean a saving of up to $31,000. 

STANDARD CHANGE-MAKERS come 
wide variety of models to change one 
several. They're sturdily built agair 
vandalism, and easy to install. Whether you 
purchase them yourself, or ask your vending 


operator to provide them, the cost is small... the 


: 
{ 
- 
i 
| 


savings are big. They can even be leased 
for as little as $3 to $7 a month. Send for full 


information today! 


Write: 


Standard Change-Makers, Inc. 
422 E. New York St. 


Indianapolis, indiana 


World's largest manufacturer of separate 5c, 10c, 
25c and 50c coin changers. District offices in 18 


cities through the United States and Canada 


For More Information Circle No. 311 
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ER oie 
Bulletin Boards 


Are Effective 


For Personnel 


Communication 


STEPHEN E. KORSEN 
Assistant Director of 
Public Relations, 

The Borden Co., New York 


HE BULLETIN BOARD serves 

our company as an effective per- 
sonnel communication tool. It does 
roughly the same job that internal house 
organs do in other organizations. Al- 
though throughout the many ramifica- 
tions of our company we use vertical 
employee publications that serve spe- 
cialized, or localized needs, we have no 
general company magazine for our per- 
sonnel as a corporate whole. 

Back in 1948, we decided that bulle- 
tin boards, if administered properly, 
could be a valuable arm of employee 
relations. Almost every plant and office 
had such a board, but relatively few 
were effective. First thing we had to do 


18 


was to determine, in a broad sense, just 
what our properly handled bulletin 
board program should and could accom- 
plish. Our resolution, in part, was as 
follows: 


1. Broaden employees’ knowledge of 
their company: 

@ Its products (or services). 

© Its importance to the public. 

e Its relation to the national econ- 
omy. 

e Its organizational structure. 

2. Increase employees’ sense of identi- 
fication with their company and, as a 
by-product, strengthen their idea of 
the company as a good place to work. 

3. Carry service messages for em- 
ployees’ guidance and information: 

® Safety information, for plant, 
home, vehicles. 

e Health messages, including first aid, 
hints from the medical department, etc. 

© Company benefits, i.e., insurance, 
counseling, etc. 

4. Carry out company campaigns, 
contests, etc. 

5. Promote product sales to employees 
and their families. 

Since our company is decentralized, 
we decided to conduct the bulletin 
board program from our headquarters 
in New York—but only as a supplement 
to programs operated on a local level. 
We prepared a booklet titled Care and 
Feeding of Bulletin Boards and dis- 
tributed it to all our plants and offices. 
It was successful in creating new inter- 
est in bulletin boards and improved 
their appearance throughout the organi- 
zation. 

Supplementing local efforts, we get 
together each month a series of “Photo 
Flash” items—posters featuring photo- 
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Bordens 
PHOTO 


FLASH 


—Sidney-Bainbridge. N. Y.. Record & News Photo 


GETTING THE FEEL OF THE WORLD 


Michael Barnard, a blind student formerly en- 
rolled in a Sidney, N. Y., public school, couldn't 
see what all the continents and islands on this 
big globe looked like. But thanks to his ingen- 
ious teacher, he was able to at least feel their 
outline. The teacher, Mrs. Ruth McKinney, used 
a pencil tube of Elmer's Glue-All to trace the 
major land masses on the globe. When the glue 
dried, it produced a raised outline of the contin- 


ents, permitting Michael to learn their shape 
by the sense of touch. And Elmer's Glue-All. 
which dries clear, didn't mess up the globe's 
appearance for the more fortunate sighted 
students. Mrs. McKinney also used it to mark 
Michael's ruler and various papers. Elmer's 
Glue-All is manufactured at the nearby Bain- 
bridge, N. Y., plant of the Borden Chemical 
Company. 

3-60-47 








Monthly “Photo Flash” posters for Borden’s bulletin boards carry illustrated news items 
of general interest. 
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graphs of general interest, and a series 
of “News Flash” items, brief announce- 
ments covering all sections of the com- 
pany. This material provides informa- 
tion not normally available to local 
operations and, over the years, has 
proved of special interest to personnel. 

We also provide a series of cartoon 
features, stressing safety, the value of 
the company’s benefit program, etc. A 
regular feature is a cartoon devoted to 
office workers. It is presented humor- 
ously, but its message is always to the 
point—improved efficiency, punctuality, 
courtesy, etc. 

Experience has proved our bulletin 
board program well worthwhile. Since 
its modest beginning 12 years ago, it 
has grown tremendously. We now pro- 
vide material seen each month by some 
36,000 employees in almost 1200 dif- 
ferent locations. Our booklet, Care and 
Feeding of Bulletin Boards, has insti- 


gated similar programs in many other 
organizations. If you are interested you 
can obtain a copy by writing to our 
company’s employee communciation 
section, 350 Madison Ave., New York 
17. 

Irrefutable proof of our bulletin board 
program’s effectiveness came in 1957, 
our company’s centennial year. To cele- 
brate our 100th birthday, we sponsored 
a national contest to “Name the Twins” 
born by Elsie, our famous cow. As our 
own employees were not eligible to 
compete, we decided to conduct a spe- 
cial centennial quiz contest for item. 
We did this exclusively through our 
bulletin boards. 

Our first poster announced the quiz, 
outlined the rules, and listed some 127 
prizes ranging from a station wagon to 
a food mixer. Succeeding posters listed 
the 40 quiz questions. These were based 
on material that had appeared on bulle- 














MOLLY, | WISH YOU'D 
SPEAK TO THAT NEW 
’ GIRL -- SHE'S GOT A 

































































= = NOT ON TOPOF IT! 








There are regular comic series for both office and plant workers. 
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Dordens 
NEWS 


FLASH 





The Borden Company has acquired the busi- 
ness of the Commercial Ink and Lacquer Com- 
pany of Fair Lawn. N. J.. and Whitehouse, Ohio. 
The new unit will be operated as the Ink and 
Lacquer Department of the Borden Chemical 
Company. Commercial Ink and Lacquer man- 
ufactures gravure and flexographic printing 


SULLETIN BOARD SERVKE « 





BORDEN’S BECOMES INK MAKER 


PUBLIC RELATIONS DEPARTMENT «+ 


inks and varnishes used primarily by the pack- 
aging. laminating and furniture finishing in- 
dustries. With the acquisition, Borden Chemical 
can now supply the paper converting field with 
a complete line of products, including adhe- 
sives for laminating and fabricating, chemicals 
for coating, and inks for printing. 


THE BORDEN COMPANY. 250 Medison Avenue. New York 17. §. Y. Printed le USA 








News from all sections of the company appear on the bulletin boards in brief items 


such as this one about a new product. 


tin boards during the first quarter. 
Posters also carried pictures of the 
prizes. All entrants were asked to in- 
clude in 25 words or less “Why I like 
my Borden job.” 

Of the company’s then 34,000 em- 
ployees, 6832 entered the contest and 
some 4000 answered all questions cor- 
rectly. We were gratified by this re- 
sponse, naturally; but of more import- 
ance was the fact that entries were 
received from every one of our 1200 
plant and office bulletin board locations. 
Here was evidence that our bulletin 
boards got 100% distribution and were 
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definitely being read. 

Posters listing winners were mailed 
promptly and the top prize winners 
received additional recognition by 
having their “Why I like my job” 
essays published individually in sub- 
sequent posters. 

So if you have bulletin boards in your 
company, consider the job they are 
doing for management and employees 
alike. If you don’t, or if your bulletin 
boards are inadequate or old fashioned, 
consider again. It’s likely that your com- 
pany too can “say it with bulletin 
boards.” 





Armed Forces 
Standardize Microfilm 


Engineering Data Micro-reproduction 
System Covers Films, Punch Cards, 
Aperture Cards 


The Armed Forces, operating active 
files containing more than 50 million 
drawings, have set military require- 
ments for microfilming engineering draw- 
ings and related data. 

The standards and specifications re- 
leased April 15, 1960, by the Depart- 
ment of Defense for its Engineering 
Data Micro-reproduction System es- 
tablish uniform methods for microfilm- 
ing and standard formats for data pre- 
sentation. 

These uniform methods and standard 
formats, the Defense Department said, 
offer great space, time, and money sav- 
ings. 

New possibilities for inter-service ex- 
change of engineering data are opened 
through the use of microfilmed drawings 


and related data, the Department of 
Defense announced. 


What does this mean to industry? 
Military agencies using the specifications 
of the Engineering Data Micro-repro- 
duction System will ask contractors to 
submit engineering data in 35mm roll 
microfilm and punch cards. From the 
microfilm and punch cards, such military 
agencies make aperture cards to dis- 
tribute engineering data for the procure- 
ment, maintenance, and supply of the 
nation’s weapons systems. 

In addition, other military agencies 
may require contractors to submit com- 
pleted aperture cards. In these cases, the 
master microfilm and distribution copies 
are furnished in mounted aperture cards. 


For More Information Circle No. 309 
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Even now, a number of prime con- 
tractors and sub-contractors are using a 
portion of the newly-adopted specifica- 
tions and standards. For them, the new 
requirements will be integrated into ex- 
isting programs. 

Many contractors, anticipating the 
standards and specifications, have held 
microfilm programs in abeyance. Their 
engineering departments now have a 
ready-made set of instructions for up- 
coming programs. 

The new standards and specifications 
are expected to have a cumulative effect. 
As more companies have microfilm 
equipment, industry will intensify its 
use of microfilm for distributing data. 
Even before specifications were an- 
nounced, prime and_ sub-contractors 
were exchanging engineering data in 
microfilm format. 


Industry helped set standards 


Compatibility with industry is the key- 
stone in the new standards and specifica- 
tions of the Department of Defense. In- 
dustry originates much of the engineer- 
ing data used by the DOD. Industry, in 
helping to set requirements, has created 
instructions that can be used for its own 
operations. 


Standards cover broad areas 


The standards and specifications docu- 
ments already released are: 
MIL-M-9868, Microfilming of Engi- 


neering Documents, 35mm 
ments for; 

MIL-P-9879, Photographing of Con- 
struction/Architectural Drawings, Maps 
and Related Documents, 105mm, re- 
quirements for; 

MIL-C-9877, Cards, Aperture; 

MIL-C-9878 Cards, Tabulating and 
Aperture for Engineering Data Micro- 
reproduction System; 

MIL-STD 804, Formats and Coding 
of Tabulating and Aperture Cards for 
Engineering Data Micro-reproduction 
System; 

MS-21319, Gage, Aperture Cards No. 
291-1. 

Interim Federal Specifications cover 


Require- 








silver halide, diazo-type, and heat de- 
veloping microfilm. 

The complete Department of Defense 
standards and specifications cover: 


e The raw film stock used in microfilm; 


e The methods and techniques of micro- 
filming engineering data for the 
Armed Forces; 


The formats of the tabulating cards 
used to generate aperture cards; 


The formats of the aperture cards 
used as carriers for the microfilm 
data; 
The methods and techniques of 
mounting microfilm into aperture 
cards; 


The wide range of equipment to be 
used in the micro-reproduction sys- 
tem. This equipment includes micro- 
film cameras, testing equipment to 
inspect filmed engineering data, film 
mounters, film printers, and print-out 
units. 


3M makes microfilm so easy to use 


You can depend on 3M’s continuing re- 
search, precision manufacturing, and 
standards-compatible products to mak«: 
microfilm so easy to use. 

FILMSORT Aperture Cards and 
Copy Cards, long used by Government 
and industry, are designed to meet the 
specifications and standards for the En- 
gineering Data Micro-reproduction Sys- 
tem. And now, to speed your use of 


(continued) 
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FILMSORT Aperture Cards, 3M sup- 
plies both the printed card and the 
aperture. You save in shipping costs. 
You get your cards faster. 
FILMSORT Microfilm Copiers, 
Mounters, and Readers are designed ex- 
clusively for Filmsort Aperture Cards. 
They are engineered to make your micro- 
reproduction system profitable. 
THERMO-FAX “‘Filmac 200” Read- 
er-Printers make microfilm practical for 
industry and Government. The advan- 
tages of a reader and a printer are com- 


Modern Microfilm 


bined in one compact, low cost unit. 
Huge viewing screen...simple push- 
button operation... you can obtain 
copy after copy in 18” x 24” size, or half 
size prints, of engineering drawings and 
records from microfilm in FILMSORT 
Aperture Cards. The ‘“Filmac 100” 
Reader-Printer delivers 814” x 11” copies 
in seconds. 

For more information about the new 
Defense Department microfilm specifica- 
tions and how they affect your business, 
mail the coupon right away. 


Products from 3M 








FILMSORT “Uniprinter’’ Copier E> FILMSORT Semiautomatic Optical Mounter 


MICROFILM 


PRODUCTS 


UNIPRINTER 


THE TERMS FILMSORT. INSPECTOR 


AKRD “THERMO-FAX” ARE REGISTERED TRADEMARKS OF 


Miianesora (ffinine anv Januracturinc COMPANY 


ST. PAUL 6, MINN, 


- ++ WHERE RESEARCH IS THE KEY TO TOMORROW 


Minnesota Mining and Manufacturing Company, Dept. FBC-60, St. Paul 6, Minnesota 


Name____ 
Title__ 


| 

| Please send detailed infor- 
| mation on the new Depart- 
| ment of Defense standards 
| and specifications and about 
| 


3M Microfilm Products. Address__ 


Company. 
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How the Architect Plans a 
Modern City Office Building 


OR THE ARCHITECT, “variety” 
F in office buildings is beginning to 
assume a new and broader meaning. 
Not too many years ago, a Client’s re- 
quest for variety meant that he wanted 
a Variation in exterior design; a facade 
that would catch the eye. The interior 
was pretty standard: enough room for 
private offices and the usual large area 
for general office work. But today we 
are in an era of specialization, a period 
dominated by economic considerations, 
i.e., the cost factor. This consideration 
overrides all others when an architect 
begins to plan an office building. 

The cost of land is at a record-high 
level. Few persons outside the field are 
aware of the sharp rise that has swept 
through the major business areas of 
Manhattan during the past 20 years. 
Corner plots that cost $50 a sq. ft. in 
the 30’s are competitively sought pre- 


Above: Excavating for the American Home 
Products building in midtown New York. 


At right: Modules were drawn with em- 
phasis on flexibility for all offices in the 
new structure. 
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ROBERT L. BIEN, A.I.A., New York 
mium sites which builders vie for at as 
much as $200 a sq. ft. 

Giving impetus to the rising cost 
spiral are the strides that have been 
taken in technological progress. This 
competition, in turn, is hastened by a 
growing awareness of what might be 
termed “esthetic utilitarianism” by ex- 
ecutives who seek new offices for a va- 
riety of reasons. Among these is the 
need for larger quarters to meet the 
demands of business expansion. 

Another reason is the need to move 
into more efficient quarters—buildings 
that are fully airconditioned, that are 
wired to meet the demands of elec- 
tronic ‘office equipment, that provide 
sufficient light for efficient work, that 
have faster elevators and, not the least 
among the reasons, the “right” address. 
This location consciousness is a char- 
acteristic of business today and a prime 
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What is most important 
in a carbon set? 


CARBONSETS 


have 


SEA FOAM BOND 


Only CARBONSETS contain water- 
marked SEA FOAM BOND, quality 
leader in lightweight papers. That's 
why CARBONSETS give premium per- 
formance—neat, flat, readable copies 
—and lots of them. And when erasures 
are necessary it’s the word that goes, 
not the paper. 


CARBONSETS are easier to use, too. 
Complete instructions, along with a 
handy positioning scale, are imprinted 
on every sheet. 


Judge for yourself. Send for a free 


trial kit of CARBONSETS, Dept. 0-660. 
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| relocation factor in the ever-shifting de- 
| centralization pattern in major cities. 
| There is more than a keeping-up-with- 
| the-Joneses motive in these shifts. For 
| practical reasons, many companies in 


ee | the same or related fields find it com- 


| petitively advantageous to be near each 
|other, and to have offices that are 
| dressed attractively — for competitive 
| reasons. 

A key word here is “trend.” It is a 
|}euphemism for the rapidly growing 
| awareness of management that the 
“right” address is becoming a major 
factor in successful business. Attesting 
|to the popularity of this trend, or 


| awareness, is the transition on Park 


Avenue north for about 15 blocks from 
46th St.; the new as well as the remod- 
eled buildings in the financial and in- 
surance center downtown, and the 
emerging big business areas in the mid- 
town section of Third Avenue, plus 


| other new towers in enclaves through- 


About $1 million in steel was saved on 
the 31-story Crum & Forster Building 
by wrapping it around an existing 20- 
story building. 
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Dictaphone, Time-Master, Dictabelt are registered trademarks of Dictaphone Corporation. 


This is the dictating machine with 
sound you can see 


The Dictaphone Time-Master is the only dic- 
tating machine using the unique, red Dictabelt. 


Dictabelts record visibly. Unlike invisible re- 
cording media, this ingenious dictating medium 
lets you see your place . . . play back in seconds. 
You can’t erase it accidentally. 

You concentrate on what you say. Nothing 
distracts. Find out for yourself how much time 
you can save with a Time-Masier. Call your 
nearest Dictaphone office for a demonstration. 


s 
THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION... Dictaphone CORPORATION 


rd Ave., N.Y. 17,N.Y.; 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford Pl., London W.1, England. 


: For More Information Circle No. 268 
THe Orrice—June, 1960 





STORE ’EM 


PRONTO 


FILE ‘EM 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER CHECK 
SIZE Size 


Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


| PRONTO FILE CORPORATION 

] 415 Madison Avenue, New York 17, N. Y. 

| () Please send me your latest Pronto catalog. 
() Have your representative call for demonstration. 


| Name 
| Address 








| City Zone. State 
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Reception area in the executive office 
section of the 110 William St. Building. 


out Manhattan. 

Nor is the right address limited to 
location. It also means a particularly 
attractive structure, one in which 
appearance will be combined with the 
latest equipment, techniques and serv- 
ices in a layout that will be pleasing to 
the eye and the mind as well as to the 
physical needs of the people who will 
spend at least a third of their lives in 
it. This is the challenge confronting 
today’s architect. 

Here is how it is being met. We will 
take two types of buildings. In one, 
nearing completion, we had to design 
it to be occupied by a single company 
with five or six subsidiaries, each of 
which required a layout peculiar to its 
individual operations. Yet, in the over- 
all design, the layout had to contribute 
to a coordinated operation. In the other 
building, completed a few months ago, 
the requirements of several tenants had 
to be met, while we were concentrating 
on the needs of the major owner-occu- 
pant in the structure. 

The first structure is the 25-story 
American Home Products Building at 





Accept this 
silver-dollar 
paperweight FREE 


Genuine U.S. Silver Dollar in heavy Lucite 


...and see how 
a Marchant 
can cut your 
figuring time 
25% or more! 


We'll give you a beautiful and unusual 
Silver-Dollar Paperweight, just for 
seeing this happen on typical figuring 
jobs of your own. See how a 
fast-stepping Marchant calculator 
would slash costly overhead for you. 
There’s a Marchant model specially 
designed for your kinds of figuring, 
and it is easy to own on your choice of 
a variety of time-payment and leasing 
plans. Generous trade-ins, too. 


os 


eeeoe ee ce 
eee 


eeceece od 


ee 


World’s fastest desk calculator Send for your paperweight now! 


i ; » te Receive a gleaming, American silver dollar encased 
A Marchant calculator operates at twice the highest in a handsome block of jewel-clear Lucite. No print- 
speed of any other calculator. The fully automatic ing or advertising. A distinctive, where-can-I-get- 
transflo model, illustrated, also has an exclusive transfer one-like-it conversation piece for your desk or home. 
key that eliminates many hand operations from chain Attach coupon to your business letterhead 
figuring, such as invoice multiplications followed by and mail now! 
discounts and taxes. 


Marchant Division of BD seits-corons Marchant Inc. 
Oakland 8, California 
Please instruct the nearby Marchant office to deliver my free Silver- 


Dollar Paperweight when it is convenient for me to try a Marchant 
Transflo calculator on my own figurework, without obligation. 


MARCHANT 


Fine calculators and adding machines 
of advanced design 


NAME 





, ANAip, 
TITLE 


Request honored only when made with this coupon, with name and title 
filled in and business letterhead attached Limited stock — offer subject 
to supply on hand. 0-6 
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PLATEMAKER 


PERFECT OFFICE 
PLATEMAKING 
MACHINE — 


LOAD 


Lift the glass, 
position the 


a and 


Vacuum frame on top . . . carbon arc lamp in the base. 
Here is the ideal unit for office and in-plant platemaking. 
The combination of compactness, simple controls, auto- 
matic arc control, makes it easy for skilled or unskilled 
personnel to make perfect plates. Available in seven sizes, 
from the FT-18, for plates up to 13 x 18, to the FT-60, for 
plates up to 50 x 62. Larger units feature fully 
automatic arc control. 

Ask your Graphic Arts supplier for complete 
information or send for Bulletin A500-O. 


FLIP 
Pull the release 
knob and flip 
the vacuum 
frame over. 


Arc and reflec- 
tor are built 
right into the 
base. 


COMPANY, INC. 
4110 W. GRAND AVE. 
CHICAGO 51, ILL. 


NEW YORK OFFICE: 415 PARK AVE. SO., NEW YORK 
For More Information Circle No. 430 
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tion. 
| needed display areas which could be 


685 Third Avenue, occupied by the 
company whose name it bears. Before 
our final plans came off the drawing 
boards, we worked extensively in the 
multicharacter role of architect: we 
were first, of course, the designers of 
the building. But we also had simul- 
taneously to wear many other hats— 
all of which fit us like a glove, to mix a 
metaphor. We were eccnomist, sales- 
man and lawyer, coordinating these 
requisite abilities to produce a structure 
that met current needs and was adapt- 
able for growth over a long period of 
years. During this effort, we worked 
closely with executives and engineers of 
American Home Products, listening to 
their requirements and adapting our 
abilities to them. 

In the case of this building, special 
modules were drawn up with emphasis 
on flexibility. The parent concern had 
its Own space requisites. In addition, 
each subsidiary required special atten- 
For example, some of them 


Control panel in the Crum & Forster 
Building enables one operator to adjust 
climatic conditions in any part of the 


| building. 
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GILBERT 
CUT-SIZE 
PAPERS with Easy-Opening Reusable Cartons... 


Gilbert cut-size business papers, either boxed or ream wrapped, now are pack- 
aged in a new carton. This handsomely printed easy-opening carton, containing 
ten reams, is readily reusable. The telescope top has spot glued flaps — just 
enough to hold securely during shipment to you. You can then open these flaps, 
remove the paper for printing, and repack in the same carton for shipment or 
storage. The telescope top has a further advantage. When sealed at the mill, 
it allows adjustment so that the cockle finish is protected. You'll like, too, the 
flip-top used for the Gilbert boxed line. Ask your Gilbert Mer- 

chant about Gilbert quality papers. 


GILBERT PAPER COMPANY jp TIBET 


MENASHA, WISCONSIN 
o 


ceases, qisconst® 
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rearranged to meet market demands. 
This meant emphasis on designs pecu- 
liar to the needs of each subsidiary. 

Unlike offices which do not require 
indoor eating facilities, American Home 
Products and its subsidiaries had to 
have a cafeteria that would accommo- 
date all employees. This meant plan- 
ning not only for the dining area and 
the kitchen, but for an exhaust shaft as 
well. 

In just this one requirement, we have 
an example of the many adjustments 
and changes that have to be made in 
planning before the final blueprint is 
executed (designing a cafeteria sets off 
a ripple of related design demands). 
This causes numerous alterations of 
original planning, not only on the floor 
where the cafeteria is to be located, but 
elsewhere in the building, involving 
ventilating systems, electrical wiring, 
water supply and special lift systems 


beyond the freight and elevator shafts. 
We also installed an extensive vertical 
conveyor system for moving mail and 


inter-office papers, eliminating the need 
for messengers and contributing to more 
efficient elevator operations by reducing 
traffic. 

In the second structure, the Crum & 
Forster Building at 110 William St., we 
were confronted with, and again met, a 
challenge. Here we found emphasis on 
the contrast of the comparatively sim- 
ple structures which our predecessors 
designed, with the structures that today 
reflect the strides taken in the electronic 
age and the specialization that goes 
with it. Not only had we to design a 
new building, 31 stories high, but we 
had to wrap it around, L-shape, an 
existing 20-story building. With cost the 
most determinative feature in today’s 
record-high index of construction, we 
saved about $1 million in steel by not 
demolishing the old structure. This, 
despite the fact that $200,000 was ex- 
pended on gutting the interior of the 
existing building. 

A factor leading to our decision not 
to demolish the old structure was the 


Typical clerical 
work area of the 
Crum & Forster 
Group of Insur- 
ance Companies. 
Exacting paper- 
work made maxi- 
mum light, natural 
and artificial, a 
prime _ considera- 
tion for the archi- 
tect. 
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MAGNETIC BELT 
DICTATION 
SAVES TIME... 


... helps you do your work easier, faster, 
better. Fully automatic one-button control 
— light, modern design — reusable mag- 
netic belt — exclusive audible scanner — 
combine with STENOCORD’S many other 
outstanding features to bring you the 
world’s finest dictating-transcribing me- 
dium . . . and a measure of performance 


unequalled at any price! 


First Class 


‘ ‘ Permit No. 
Mail this 17663 


postage-free card “ sap 
NOW 


for your 


FREE 


copy of 
POSTAGE WILL BE PAID BY— 


STENOCORD OF AMERICA, 


side) 29 BROADWAY 


(details on other 


NEW YORK 6, N. Y. 






















e@ Reusable Magnetic Belt 


REUSABLE MAGNETIC 
BELT 


@ One unit for dictating and 
transcribing 


ee Se ed oe 


maintenance 


@ One button controls it all! 


FOR DICTATION OR 


CONFERENCE @ Unmatched fidelity 


@ Exclusive audible scanning 





@ Ultra-sensitive microphone 
for dictation or conference 







DICTATE AND 


TRANSCRIBE @ Outpertorms the most 


expensive machines 









@ Not just a tape recorder or 
one time belt. 


MAIL THIS CARD NOW 
(no stamp needed) 
Gentlemen: | for your FREE copy of 


“HOW TO BE A 


Without obligation, please rush my FREE copy of DICTATOR” 


“HOW TO BE A DICTATOR 
NAME 
COMPANY 


ADDRESS 


ary____ZONE _STATE__ Illustrated handbook 
of helpful ideas to 
BB Arrange for my FREE TRIAL of STENOCORD for one save you time and 
week in my office. make your job 
easier. 


New York City zoning ordinance. 
Under the new law, we could not get 
the bulk space we wanted. A com- 
pletely new construction project would 
have resulted, therefore, in a substantial 
loss of actual on-site building. 

While a time-table is obviously indis- 
pensable on any construction job, it was 
particularly important that we adhere 
strictly to it for the sake of tenants as 
well as for our- 
selves and the 
contractors. 
One tenant was 
most anxious that 
we move along 
on the project 
with all possible 
speed. This was 
a bank that had 
eccupied a street 
floor section of 
the old building, 
and still does. All 
the while we 
were tearing 
away at the old 
structure, the 
bank continued 
doing _ business. 
Why didn’t the 
bank move out 
until the whole 
job was finished? 
The history of 
bank moving has 
shown that that 
is One way to lose 
customers fast, 
even though re- 
peated announce- 
ments are made 
that the move is i. 


[} Check enclosed 
Nome 
Firm 


Address 


() Bill me in 10 days 


temporary. So the bank stayed and, 
when the whole project was completed, 
it had twice as much space as before. 
The tenants in 110 William St. are 
predominantly insurance companies, 
including the owner occupying seven 
floors. Despite talk of decentralization, 
these firms are staying in the area which 
is really the insurance center of the 
nation, except for some life insurance 


“MIGHTY MITE” 
Complete Round Steel 
Strapping Kit 


Now, at amazing low cost you can have 
the means to produce steel strapped 
packages,—stronger, assuring safe ar- 
rivai, and offering greater protection 
against pilferage and concealed losses. 

Here is a complete Round Steel Wire 
Strapping Kit containing everything you 
need to reinforce, seal or bundle small 
shipping cartons. 

This handy kit contains a light weight, 
compact, single stroke steel strapping 
unit, 2500 feet of 18% gauge copper 
coated steel strapping in an “easy feed" 
easel fibre carton, and an auxiliary 

y cutter. 

The unit tensions and securely ties the 
round steel strapping with a single stroke 
of the lever,—the entire operation takes 
only seconds. 

Don't delay—order your complete 
steel strapping kit today! Satisfaction 
guaranteed. 


INLAND WIRE PRODUCTS CO. 394450. Lowe Ave., Chicago 9, Ill. 


(} Please ship immediately “Mighty Mite” complete steel strapping kit with every- 
thing needed for parcel post and light express packages at $57.85 postpaid. 


{] Ship C.O.D. 


— State 
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companies that have long been uptown. 

We drew our overall design of the 
building with the insurance companies 
in mind. This necessitated, because of 
the heavy clerical work involved, maxi- 
mum light, including natural light which 
requires extensive window areas, in 
addition to an exceptional amount of 
fluorescent overhead and desk light. 

Incidentally, the annoyance that at- 
tended window-cleaning is gone. In- 
stead, windows are cleaned on the 
inside in the off-hours, when people are 
away from their desks, and on the out- 
side by men on scaffolds. When win- 
dows have to be opened (rarely in to- 
day’s airconditioned offices), such is 
their design that no wind or breeze 
blows in. 

In-building feeding necessitated not 
only dining rooms to accommodate 


many hundreds of employees, but 
lounges and restrooms. These are vital 
installations, sometimes decisive in re- 
taining employees who have no desire 
to leave their own building for restau- 
rants that are elbow-tight from noon 
until after 2 p.m. Not only did we de- 
sign one cafeteria, we planned two; the 
second to meet the same needs of 
another major insurance company in 
the building. 

A third insurance company tenant 
required its own private entrance and 
an escalator to its second-floor offices. 
Here, again, there was a departure from 
the standard design of an office build- 
ing which ordinarily has a main tenant 
entrance, and perhaps a delivery en- 
trance. 

The core of 110 William St. had to 


(Continued on page 255) 
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SERIES TRTJ 


TIME RECORDER 
+TOTALIZER 


from $745° 


The TRTJ Recorder automatically charts 
on tape the on-off time of any business 
machine to which it is connected. Distin- 
guishes between productive and idling 
time. Access window permits notation of 
project number directly on tape. Visual 
meter shows total productive time. Easily 
installed from our complete instructions. 


we 


SERIES TTJ 


TIME TOTALIZER 


TTI Totalizer automatically adds produc- 
tive time of any business machine to which 
it is connected. Visual meter shows total 
productive time in any period. Pilot light 
indicates when esate 

business ma- | «*FREE 

chine is being | Catalog TI—how 
used. Easily | to monitor all 

installed from types of busi- 

our diagrams. | ness machines. 
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THE NEWEST CALCULATOR HAS ONLY: 10 -KEYS! 


No manual calculator offers more than the 


ALL-NEW FACIT CM2-16 


s 3-row “standard” keyboard # 16 digit 


capacity @ Back transfer lets you multiply 


continuously without resetting # You can 

see and check all figures set # Precision-made 
to famous exclusive Facit calculating 

machine standards @ Feather-light touch @ 
Silent operation # Dustproof # All for $225 
Write for all the facts today. 

FACIT, INC., 404 Park Avenue So., N.Y.C. 16 


or 235 Montgomery St., San Francisco 4. 
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Automate your 
Multilith with 
the new ATF 
Program-Matic 





e 


System Control | 


@ Simplifies duplicator operation 
®@ Controls run automatically 
@ Cuts paper waste and downtime 


An ATF Program- Matic System Controi 
on your Multilith 1250 virtually eliminates 
paper waste, and gives your operator 
single-handle control over all duplicating 
operations in proper sequence. It shortens 
the duplicating cycle. 

Counter can be preset for any number 
of copies, and duplicator stops automati- 
cally at the end of run. You can also stop 
the duplicator at any time...and then 
resume without losing count. 

(Models also available for ATF Chief 15 
and Whitin Mastenlith) 


American Type Founders 
200 Elmora Ave., Dept. O, Elizabeth, N. J. 








(make) duplicator. 


NAME TITLE 





COMPANY 





STREET & NO. 





CITY ZONE STATE 
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Please send descriptive folder on ATF | ACCOUNTANTS’ 


Program-Matic for 


| and operation, 


HOW TO CHART FACTS FROM FIGURES 
WITH GRAPHS by Walter E. Weld. Codex 
Book Co., Norwood 19, Mass., 218 pp. with 
index, $3.14. 

When properly made, charts and graphs 
can be effective management control tools 
that are generally more easily understood 
than long, wordy reports. Mr. Weld tells 
how and why to use different types of 
charts. He explains and illustrates how 
to make each kind. He also shows ex- 
amples of good and bad charts. The book 
is an ideal basic text which should prove 
invaluable to a beginner and worthy of 
reference by persons with more experience 
in constructing charts and graphs. 


EMPLOYEE DISCIPLINE by Lawrence 
Stessin. Bureau of National Affairs, 1231 
24th St.. N.W., Washington 7, D.C., 315 
pp. $7.85. 

A guide for management and _ labor, 
alike, to the necessary rules that employees 
will accept as reasonable and so keep dis- 
ciplinary grievances to a minimum. For 
companies whose personnel are not repre- 
sented by a union, it provides many point- 
ers for just dealing in corporate discipline. 
For unions, it helps grievance chairmen 
decide when to appeal, what arguments can 
be applied, which way the wind will blow 
if case comes to arbitration. 


COST HANDBOOK. 
Ronald Press, 15 East 26th St., New York 
10, $15. 

A detailed analysis of programs and 


policies found most effective in controlling 


| and reducing costs. This book’s scope is 
| such that it provides a plan of attack for 
| most cost finding situations under most 


types of cost setups. Includes 20 sections 
covering cost system design, improvement 
plus over 400 charts, 
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eosin 
‘ -_ 


REMOVES FINGERPRINTS 


* from direct image masters ! 


REMOVES BACKGROUND TONE FROM XEROGRAPHIC MASTERS! 
REMOVES UNWANTED IMAGES FROM EKTALITH MASTERS! 


s 











FREE! 


Send today for FREE sample and 
literature. Contact your local My desler is 
Graphic Arts dealer for supply. 


Attention of: 











Send to SKIP-TONE, Division of Sherfy's Ltd., 
Dept. S-K-103, 444 Townsend St., San Francisco 7, Calif. 
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graphs, forms and material on recent de- 
velopments in direct costing, break-even 
analysis, EDP, accounting for return on 
investment and intra-company transfers. 


ERROR GUIDE by Silas W. Bond. Green- 
wich Book Publishers, 489 Fifth Ave., New 
York 17, 60 pp., $2. 

A system for finding transposition errors 
in mathematical computations. Better edit- 
ing would have made this easier to under- 
stand and some of the type might have 
been set larger for faster reading since 
many pages have more margin than type 
area; some are folioed but blank. Never- 
theless the system should be useful when 
understood. 


HOW TO BECOME A SUCCESSFUL EX- 
ECUTIVE by Eugene J. Benge. Frederick 
Fell, Inc., 386 Park Ave., South, New York 
16, 337 pp., $4.95. 

Analyzes and explains an executive's 
day-to-day problems, such as personnel, ad- 
ministration, overhead, policy, expansion, 


etc. Contains useful hints on what an am- 
bitious executive should know, do, be and 
have. Offers a bibliography of pertinent 
books, as well as courses, seminars and lec- 
tures, plus 50 case histories. 


MANAGERIAL SKILLS FOR SUPER- 
VISORS by Glenn Gardiner. Elliott Serv- 
ice Co., Mt. Vernon, N.Y., 142 pp., $3.95. 
Blueprints a program for developing 

managerial skills: how to manage your 
time, plan, make decisions, handle com- 
munications, talk effectively, write memos 
and reports, read more rapidly, sell your 
ideas, judge people, exercise authority, 
develop others and yourself. 


CLERICAL JOB GRADING. Office Manage- 
ment Assn., 56 Victoria St., London S.W. 1, 
England, 91 pp., 35s. 

Sets down the essentials of grading; 
shows its practicability; specifies the more 
common clerical jobs with their grades; 
and indicates the close tie between job 
grading and merit rating. 





LOW-COST VERSATILE EASY-TO-USE MUROGRAPH 
CHARTING & SCHEDULING SYSTEMS SIMPLIFY YOUR 
MAINTENANCE. PRODUCTION. SALES. PERSONNEL, 
COST. INVENTORY & COMPUTER CONTROL. (AND MANY 
OTHERS!) 


THESE NEW MODULAR, STEEL WITH WHITE ENAMEL # 
FINISH BOARDS AND PRECISION MADE SUPPLIES BASIC UNIT 


BRING YOU HIGHEST VALUE AT LOW COST. 20” X 20” WITH 
SUPPLIES, ONLY, 


The VISUAL CONTROLS CO. xSewatr.* Connecricur 
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SUPER SPEED BINDERY TRUCKS SAVE MINUTES 
SINUTES MEAN MONEY 


All metal bindery trucks combining low cost 
with convenient durable performance. Re- 
movable shelves also pivot up and out of the 
way always giving you a top shelf. Its ver- 
satility saves minutes. Minutes mean money. 
Write for information Dept. 6-O. 


Super Speed PRINTING MACHINERY, INC. 
742 SOUTH SHERMAN STREET s CHICAGO 5, ILLINOIS 
For More Information Circle No. 331 
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-spacefinder filme system 
*successfully saving time, space 
and money in thousands of offices 








Revolutionary new Spacefinder Filing System gives savings up to 50% in 
clerical time, floor space, and cost — while affording the same dust, dirt and 
file protection as drawer files. Write for Planning Kit and Free Catalog. 


*Can you identify the six filing applications above? (1) Medical records files 
in an outstanding Pennsylvania hospital. (2) Blueprint files in engineering 
section of a leading manufacturer of data processing equipment. (3) Mort- 
gage loan files in a prominent Los Angeles savings and loan company. 
(4) Terminal digit filing in Auto Use Tax division of the Department of 
Motor Vehicles in a large Western state. (5) Saving space in the one-girl 
personnel office in a national airline regional 


office. (6) Beauty and orderliness in the home TA ES 


office of a major western insurance company. rRODUCTS co. 


Free Planning Kit shows how Spacefinder Filing System can 
save time, space, and money in your office. Write to Free Plan- 
ning Aids, Tab Products Co., 995 Market St., San Francisco 3. 
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“a new 

Thomas Collator 
sure solved § 
a lot of problems ' 
around here” 


It’s my job to look for trouble— 
preferably before it starts—but one 
job that always caused me plenty 
of headaches was this business of 
gathering duplicated pages into 
sets. It’s always the same—too little 
time—not enough help—and plenty 
of grumbling by the girls. 

It wasn’t until I had talked to the 
Thomas people that I realized our 
present method was as obsolete as 


the roll top desk. With our new 
Thomas Collator one girl does the 
work of six ... without the mad 
scramble of last minute deadlines. 
What’s more, the way it looks, the 
machine will pay for itself by the 
end of the year. 

Why not call the Thomas people 
for more information or an actual 
working demonstration? If you’re 
like us, you'll be glad you did! 


Me Thomas Collators Ine. 


100 Church St., Dept. B, N. Y., N. Y. 
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LOOK FOR THE DIAMONDS 


Perfect for hand application, new Diamond Mail Aide 
labels are designed especially for low-cost automatic 
application by Eureka’s Mail Aid Applicator. 


These labels contain all the important features that 
have made the Mail Aid line the finest available. 
With the added feature of diamond perforations, you 
can change from manual to automatic application at 
your convenience. 


The Mail Aid Applicator is capable of addressing 
mailing matter of a wide variety of stock ranging 
from post card thickness to %4” and up to 12” in 
width. Up to 13,000 pieces can be labeled in an hour. 


Your stationer soon will have regular numbers of Dupli-Stickerse, Dupli-Snape, and Dupli-Quike 
labels with diamond perforations. Remember — even if you plan to continue manual application 
— Diamond Mail Aid labels are your best buy. 


CED EUREKA SPECIALTY PRINTING CO. 530 Electric Street * Scranton 9, Pa. 


DUPLI-STICKERS, DUPLI-QUIK, DUPLI-SNAP ARE REGISTERED TRADEMARKS MAIL AID Ano CB. ARE REGISTERED TRADEMARKS IN U.S. PAT. OFF, 
iN U. S. PAT. OFF. AND IN CANADA. 
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Eas) ads . 1-B-( 


-..and EVERYONE can afford the new 


--9faPh 


Amazing New Stencil Duplicator 


You can run 10, 50, 100, or more clear, clean, 
permanent stencil-and-ink copies at home, school, 
in your office or place of business. EZY-GRAPH 
is not a toy, not a spirit duplicator, not a hecto- 
graph. A complete unit* and you can change from 
black to col ¢ Price is only $19.95*. 
Order from American Stencil Manufacturing Com- 
pany, 2714 Walnut Street, Denver 5, Colorado. 
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CREATES 
THE MARK 
OF 
EXCELLENCE 


Executive Typing + Offset Masters 
Originals for All Copying Processes 
The sharpness and uniformity of 
write you'ye never before been able 
to achieve with a conventional type- 
writer ribbon—the clarity of impres- 
sion that actually approaches quality 
printing—that’= what you'll get with 
the Columbia M-S0 ribbon! 

Made of whisper-thin, tiger-strong 
polyester film, dual coated with a 
special ink by a patented Columbia 
process, the Columbia M-S0 ribbon 
gives you: Crisp, full-bodied, execu- 
tive impressions . . . Superb originals 
(and that means fine copies) for all 
copying processes . . . Non-smear, 
smudge-proof permanence . . . In- 
visible, halo-free erasures . . . Econ- 


Fa 
oP a amp BY 


o ® 


omy of 50% fe yardage than con- 
ventional ribbons on the same 
diameter spool . . . Freedom from 
troublesome ribbon-fixing interrup- 
tions. 

Make your “mark of excellence” 
with a Columbia M-50 ribbon! Fora 
free demonstration of the M-50 on 
your equipment write: Columbia 
Ribbon & Carbon Mfg. Co., Inc., 
1066 Herb Hill Road, Glen Cove, 
New York. 


Always send 
a time saver 
courtesy 

carbon copy. 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, New York 
Columbia Ribbon & Carbon Pacific, Inc., Duarte, California 


For More Information Circle No. 281 


THe Orrice—June, 1960 





“Right Arm’”’ 
of Top 
Sa/esmen 


| Stetco 
| “FLAT-TOP” 


CATALOG and 
SALES CASE 


Vubide 


LOOKS like leather FEELS like leather... 








OUTWEARS leather 5 to 1... 





UNCONDITIONALLY Guaranteed 5 years! 





Another sure way to beat the profit squeeze... you get maximum 
capacity at a minimum cost in this Stebco TUFIDE “Flat-Top” 
Catalog and Sales Case. You get modern box type construction and 
two expanding pockets, for full view and easy access to contents. 
Built to last ‘til 1970 or longer . . . thanks to Stebco’s patented fea- 
tures, such as Safe-T-Edge guaranteed not to break; holds case in 
perfect shape. See and compare the TUFIDE “Flat-Top” Catalog 
and Sales Case at Office Supply, Luggage and Department Stores. 


Also custom built with inside changes to meet your 
special needs. 


STEBCO PRODUCTS, Chicago 7, Ill. 
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MAKE SHORT WORK OF LONG LISTS! 


ACME VISIBLE JUST TYPE. 
PHOTO PANELS 


Just slip ina new card 
instead of retyping 
a whole list 


Make changes in minutes! Each 
item on your price or parts list 
. . » your catalog, directory or 
index is typed on a separate 
card. This slips securely into 
an Acme Visible Photo Panel 
. » » ready to be photographed 
for duplicating. No type to set. 
And, to make changes, just 
remove old cards, type and in- 
sert new ones. No redoing. 
Acme Visible can also prepare 
and maintain lists for you. Send 
coupon for details. 


at 


ir 


tv AN 





yaw, *,4 — VISI BLE Photograph or photostat panel... print 


with standard office duplicating equipment 





Acme Visible Records, Inc. 
2204 West Allview Drive, Crozet, Va. 


Please send free booklet on Photo Panels for 
time saving preparation of directories, cata- 
logs, price and parts list, etc. 

Name. 

Title. 

Company. 

Address_ 

City State. 

2 OE 6 SE ee 
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WHY BUY 


‘JUST ANOTHER?’ 
, PHOTOCOPY MACHINE? 


see the Photoraptd. 
ELECTRA 








.«» THE MOST VERSATILE 
PHOTOCOPY MACHINE IN THE WORLD! 


Now the new Photorapid Electra combines all office 
copying operations with quality and speed unequaled 
by any other machine! 

1. Makes sharpest single copies of anything the eye can see! 

2. Makes three to twelve perfect copies from a single negative 
with new Photorapid Multicopy Paper. No special chemicals! 
No extra attachments! 

3. Makes aluminum offset plates! Using the Photorapid MAGI- 
PLATE, you can make perfect plates right in your own office 
in just 60 seconds for just 39¢ each! Makes up to 40,000 
copies! The cleanest plate-making process ever developed! 

MAGI-PLATE and MULTICOPY are manufactured for 


PHOTORAPID CORPORATION by Gevaert Photo-Producten 
N.V., Mortsel-Antwerp, Belgium. 


FREE TRIAL ww your ofFice oR PLANT! 


Call, wire or mail coupon to your nearest Photorapid Division Office. 


Pholorvapddl. corporation -_ = 


We would like a free trial of the PHOTO- 
ae RAPID ELECTRA, MULTICOPY AND MAGI- 


l 
| ; 4 
236 Fifth Ave., New York 1, N.Y. | PLATE in our office without a 0-10 
MUrray Hill 9-3676 | Name 
CENTRAL DIVISION j Title 
Dept. 0-10 | Firm Name 
| 
! 
| 
| 
| 











3620 Oakton St., Skokie, Illinois porn 


JUniper 8-1600 
WESTERN DIVISION City_t_mm___ Zone ___State 
Phone 


Dept. .-10 
142 Oregon St., El Segundo, Calif. 
SPring 2-2311 + DUnkirk 5-7291 











DEALER INQUIRIES INVITED 
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THE OFFICE 


June, 


Now you can house both burst and 
unburst forms — simply, efficiently, 
at low cost— with 


-M'BEE 
MARGIN MASTER “TWINS” 


No bursting, hole-punching or stripping required for 
unburst forms — four posts prevent tearing. No extra 
punching at all for burst forms — simple transfer bar 
speeds record removal and filing. Unobstructed visibility 
right to the inner edge of forms. All hardware is con- 
tained within the covers for neat, convenient shelf filing 
of your record “library”. No protruding posts can mar 
your office furniture. Flat back allows large, easy-to-read 
label holder for quick shelf reference. MCBee Margin 
Master “Twins” are the complete answer to housing all 
your marginally-punched forms. 

MCBee binders are unconditionally guaranteed for 
one year. Stock sizes in a great variety of binder styles 
are maintained for immediate delivery. Call your Royal 
MCBee Data Processing Representative, or mail the cou- 
pon for complete information. 


ROYAL MCBEE. data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


Royal MCBee Corporation 
Data Processing Division, Port Chester, N. Y. 


Please send me complete information on the 
MCBEE MARGIN MASTER “TWINS.” 


NAME 





COMPANY 





STREET 











another FIRST with FASTER SERVICE 
for YOU, the dealer... 


...0N Custom snap forms! 


You no longer need be confused by complex ORDER FORMS, 
PRICE SHEETS and QUOTATION RESPONSIBILITIES— 
plus the LONG WAIT for confirmation! 

ROGERSNAP now services dealers with NEW EXCLUSIVE 
“RUSH-UP 24-HOUR QUOTE SERVICE” . . . and we pay 
the AIR POSTAGE both ways! Write NOW for your special 
RUSH-UP kit and stickers. 

If you aren’t already a ROGERSNAP representative, ask for 
our dealer plan on how YOU can make more money easier 
with FASTER service to your customers. 


OGERSNA 
BUSINESS FORMS 
P. ©. BOX 10425 DALLAS 7, TEXAS 
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your complete line 
of money-makers: 


itemizing cash registers 
adding machines e safes 





Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding ma- 
chines means: PROFITS, 
PROFITS and_ more 
PROFITS! 
Fascinating,  jet-aged 
models meet every de- 
mand of today’s and to- 
morrow’s — business-build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 

Send today for informa- 
tion and literature. 
Move fast — it’s profit- 


able! 


it's low-priced! It's profitable! 
Mail the coupon. Mail it today. 


Mail it NOW! 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 


Please rush more information on the complete line of REGNA 
cash registers, REGNA adding machines, Joeli fireproof safes, 
and outline advantages of becoming an independent Regna-Joeli 
Dealer. 


JOELI fireproof safes, of 
revolutionary new design, 
sweep the world with fan- 
tastic sales success. Several 
sizes and models available. 
In Canada: Regna Cash Registers of 
anada Ltd. 
704 Notre Dame St. W. re oe 


OUTSIDE CONTINENTAL U.S.: 
Jorgen 8. Lien, Box 522, Bergen, Norway 
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LIGHT DUTY 
HEAVY DUTY 
DOUBLE DUTY 


BATES 
ELECTRIC 
STAPLER 


MODEL C-H30 


@ Versatile 
® Staples everything from 2 to 100 sheets 


@ One electric unit with interchangeable 
Model C and H-30 electric heads* 


® For everyday use: “C” head with 5,000 
brass staples to a load 


@ For heavy duty jobs: “H-30” head using 
high-carbon, chisel-pointed staples, up to 
100 sheets. Holds 140 staples —1%4", 34”, 1/0" 


@ Only seconds to change heads 


Bates ‘56’ Electric... 
Automatic, staples at touch of 


paper. Standard staples, 
adjustable depth gauge. Removable, dal BAT E Ss garcia ufacturing CO. 
interchangeable stapling unit. Drangerme™ Jersey : 


Soundproofed. 
Write Dept. © for literature and prices. 


ph 
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new economy adding machine by oO} Ol re. O " x 


diag, VN 
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economy priced to save you money —4-way guarantee 
and continuous-duty design assures long trouble-free 
service—__—_—__the famous “addo-x” features include: 
direct subtraction——repeat add and subtract—total 
and subtotal in red——direct-action function keys—— 
symmetrical, interlocked keyboard 7/8 capacity 
see yourdealerorwrite: ““addo-x’’ 300 Park Ave. NY 22 


sensationally low list price $198.50 
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at the chance 


to help office managers! 


+ 


If you don’t know where to get the best possible stapling equipment for your 
office staff, let Swingline help you! We’re going to let you try the wonderful equip- 
ment made by Swingline, world’s largest manufacturer of staplers for home and 
office! 

We make a stapler for every possible need in your office! Our completely auto- 
matic electric stapler requires only a feather touch to do tons of fastening work. 
Master desk stapler? No. 4 holds 210 staples—loads instantly with our exclusive 
open channel. No. 27 is a rugged model; can be imprinted with company name. 
Versatility? No. 77S staples, tacks, pins, fastens and stores 500 staples. Small 
office? No. 99 is specifically for you—yet holds 105 staples for ready action. 
Only Swingline staplers guarantee split-second loading, jam-proof performance! 
Sensibly priced, too. 

But we said we’d let you try Swingline—and we meant it. Call STillwell 4-8555 
today. We’re prepared to send you the stapler that answers your individual need 
for a FREE 10-day trial. (And...if you send a request on your letterhead, we’ll be 
pleased to send you, FREE, Swingline’s modern, easy-action staple remover!) No 
obligation, we might add. 


Swinghne. INC. LONG ISLAND CITY 1,N.Y. 


World's Largest Manufacturer of Stapiers for Home anc Office + In Canede: Saxon Office Equipment, Ltc., 166 Evans Avenue, Toronto 14, Cenade 
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Baltimore County Fire Bureau has micro- 
filmed maps of its 615 sq. mile area 
mounted in Filmsort aperture cards. When 
alarm comes in, dispatcher selects correct 
card and puts it into a Surveyor reader to 
give responding fire companies complete 
road directions. Bureau is contemplating 
microfilming plans of electric, gas and 
water lines in large buildings to aid in 
fighting fires. Deputy Chief F. Lee 
Cockey (standing) is shown here talking 
to Charles S. Burk, communications super- 
intendent. 


New conference room of Empire District Electric Co., Joplin, Mo., has an Italic 
Styling table and Goodform 300 line chairs by General Fireproofing Co. Installation 


was by Joplin Printing Co. 
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Entrance to the two-story reception center of Eastman Kodak Co. in Rochester, N. Y.., 


part of the modernization program carried out throughout Kodak’s office headquarters. 
Center has latest audio-visual equipment. 


Reception Center Is Added 


Display room where fine prints and color transparencies can be viewed and studied by 
customers and other visitors. Ceiling provides pleasantly low light level to accent the 
illuminated displays. (See opposite page.) 








—— 
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Second-floor conference room has a walnut ebonized table seating 24. Walls are 


cherry wood. Sliding doors conceal a motion picture screen and a magnetic-chalk 
board. Power supply for electronic flash is built into baseboard. 


to Eastman Kodak’s Offices 


Adjoining conference room are three assembly areas separated by movable walls. 
Portable lecterns are connected to movable projection centers so that both speakers 
and projectionists can control presentation apparatus and lighting. 














Michigan National 
Bank Automates 
Its Procedures 


Burroughs check sorter is hoisted into the 
new electronic processing center of Michi- 
gan National Bank in the recently opened 
Stoddard Building, Lansing, Mich. Ac- 
cording to Leonard M. Selden, vice presi- 
dent, who heads the center, already 75% 
of the bank’s checking accounts use MICR 
encoded checks and deposit slips. 


‘ 
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The sorter will be used with Burroughs 128 encoders, amount and account printers, 
bookkeeping and accounting machines producing punched tapes, and a Burroughs 
220 electronic computer. When in full operation, the new center will process all 
commercial and savings accounts and loans for 430,000 customers. 


60 THe Orrice—June, 1960 











New Offices of Kroger Co. 
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Kroger Co., large supermarket chain, recently moved into the new 23-story Kroger 
Building in Cincinnati. Mist green Steelcase desks with matching Textolite tops and 
Steelcase chairs in mist green with persimmon Naugahyde upholstery are shown in 
the firm’s planning department. Tan vinyl tile floors and beige fiberglass drapes add 
to the restful decor. 


Office of C. E. 
Armstrong, Krog- 
er vice president, 
has the Stow & 
Davis Sigma group 
in brown walnut. 
Chairs are in top- 
grain leather. Car- 
pet is Cherry Val- 
ley ashwood tweed, 
drapes beige fiber- 
glass with Elen- 
hank Designers’ 
Tall Trees pattern 
on end panels. All 
furnishings for 
Kroger offices were 
supplied by C. 
Loth, Inc., Cin- 
cinnati. 
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Paging equipment 
by DuKane Corp., 
is used by Kearney 
Div., Rockwell 
Mfg. Co., Kearney, 
Nebr., to reach all 
areas of its 180,- 
000 sq. ft. of floor- 
space. Control 
panel provides 
switching facilities 
for paging all 
areas. Executives 
can throw a switch, 
pick up a micro- 
phone and speak 
to all 175 employ- 
ees at once. Back- 
ground music, on 
records, is played 
over the system at 
regular intervals. 


Martha Ann Ross operating a Diebold Super 63 Elevator File at Zippo Mfg. Co., Brad- 
ford, Pa. Howard Fesenmeyer, office manager, says the file consolidates their 15,000 
customer records for processing orders. It has been in continuous daily use for more 
than six months without mechanical failure. 
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Myrtle Ahrens shows some 
of the sales aids printed in 
the office of Miller Electric 
Mfg. Co., Appleton, Wis., 
makers of arc and spot 
welders. Firm also buys 
over $50,000 a year in print- 
ing from outside sources. A 
Thomas Collator appears at 
right. 


Marilyn Schuh op- 
erates a Miultilith 
1250 that is print- 
ing factory test 
sheets on 80 Ib. 
Nekoosa Offset at 
Miller Electric. 


Pages for instruc- 
tions books being 
printed on a Multi- 
lith 2066 by Phyllis 
Schuh, Miller 
Electric uses 50 Ib. 
Nekoosa Offset for 
maintenance and 
operating manuals. 








E.M.L Electronics Ltd., supplied a closed-circuit TV and sound system to McCann- 
Erickson Advertising Ltd., London. Here Peter V. Lorne, the agency’s managing 
director, views a trial presentation on his office HMV receiver. 


New Haven, Conn., makes a tamper-proof record of its city planning commission 
hearings and other meetings with a portable SoundScriber S-116-C Reporter. Traverse 
recording pattern makes it virtually impossible te alter tapes, though they can be 
erased by special demagnetizer. Unit will record for 16 hours non-stop. 
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Here’s proof—the record of a Conqueror purchased five years ago: “Twelve 
people using our machine... never had to have instructions . . . thousands of 
sheets of paper, all grades, sizes and weights have gone 

and never once did it falter. It’s rugged as a bulldog!” 


Now, Heyer-engineered improvements make the new 
Mark III Conquerors better than ever. Vastly im- 
proved Sheet Separator Fingers eliminate side 
rubber adjustments. New Adjustable Feed Wheels 
grip paper at edges for positive forwarding. 

New Feed Tension Control lets you quickly adjust 
feed for any paper . . . lightweight to 

post cards, even newsprint. 

Other features include a highly visible Re-Set 
Counter and Direct Drive mechanism (no lurching). 
These and many other new advances make 
duplicating easier than ever before. Now, 
anyone can print 330 copies in 3 minutes, in 

1 to 5 colors, for a fraction of a cent per copy. 


Cooauare. prices begin at just 
$214.50**. The Electric Mark II! 
soo soen” Sivend on ited b 
p $29: . Sold and serviced by 
“Always Makes ® over a thousand Franchised 


® ‘e D i . 
a Good Impression a Lr **Plus Federal Excise Tax. 
iendlitesnliamnaniiaanel me eee ee ee em 
1821-J S. Kostner Ave. } 
HEYER INC. “chicago 23, 11. | 
O Please send my Personalized Desk Pad and Literature on | 


Conqueror Duplicators. 


Memo Pad—Today! O 1 would like to have a one week FREE trial of a Conqueror 
Spirit Duplicator. 


Personalized 


A demonstration by mail to show 
ire} an Cal- wm Okolalel0(-tae]auer- lame Lome lols 
NZolUbM) olor e)-) Gemma (oMmelolifer-télelam 


ee ey ce ee me weer eee ee ee 
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FARRINGTON BOOKLETEER COLLATORS 
COLLATE, JOG, STITCH AND FOLD 
4500 BOOKLETS PER HOUR 


Geared for high-speed operation, the Farrington Bookleteers 
(formerly made by Mendes Corp.) automatically convert flat 
printed sheets into 4- to 80-page booklets in one single operation. 








These are the most versatile Collators in existence. The Book- 
leteers, like all Farrington Collators, are available with collating 
units from 4- to 20-station capacity. 
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It’s a Collator—it gathers and jogs sets of from 4 to 20 sheets, 
maintaining the normal Collator speed of 4500 sets an hour... 
regardless of the number of sheets per set. 





It’s a Stitcher—all Bookleteers are equipped with two stitcher 
heads. They automaticaily produce the equivalent of the familiar 
saddle-stitched booklet. Or they can be adjusted to stitch with 
either one of two stitches (staples) at any desired position on sets. 


It’s a Folder— makes letter folds, booklet folds and accordion folds. 
All the above units can be used separately. 


Additional advantages of Farrington Bookleteers are their com- 
pactness, because of their upright design, and their mobility. 


If you collate or produce CATALOGS, BULLETINS, CONTRACTS, PRICE 
LISTS, PARTS LISTS, INSTRUCTION MANUALS, HOUSE ORGANS, SALES 
MANUALS, CALENDAR PADS, PERIODICALS . . . you should find out more 
about the Farrington Bookleteer. For more information, simply fill in the 


coupon below. 


ane = = = === = === = - MEFARRINGTON: 


Farrington Business Machines Corporation 
1210-A Industrial Park, New Bedford, Mass. 


Gentlemen: Please send me more information on your Farrington BOOKLETEER. 


Name 
Company 
Street 


City 
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Curtis-Young 
accepts... 


THE RESPONSIBILITIES 


PRODUCT DEVELOPMENT. Curtis- Young works constant- 
ly to develop the newest and finest products for its 
customers, and to maintain the highest possible 


quality standards in products now available. 

A COMPLETE LINE. Over the years, Curtis-Young has 
continued to introduce the newest and finest prod- 
ucts in the writing and copying field. As an out- 


standing manufacturer, Curtis-Young provides a 
Carbon Papers complete line regardless of the turnover of any 


Inked Ribbons pacar 
MODERN PRODUCTION FACILITIES. By installing and 
Carbon Paper Ribbons maintaining the very latest and finest technical and 
Master Units manufacturing a. Curtis-Young assures “1 
customers of top-level products. It takes skille 
Carbon Copy Sets craftsmen, using the newest and best machines, to 
Spirit Carbons provide the sensitive products required for modern 
Printed Master Sets rata sities 
QUALITY CONTROL. In an industry where individual 
Spirit Duplicating Supplies skills and craftsmanship play so vital a role, the 
Copyholders highest standards of workmanship can be main- 
tained only by constant and continuous adherence to 
quality control procedures. Curtis-Young’s fine rep- 
utation for quality products can be traced to the 
company’s vigilance in this direction. 


CURTIS-YOUNG CORPORATION 


110 West 18th Street, New York 11, New York 


Eas 621 Cherry Street, Philadelphia 6, Pa. » WAlnut 2-1416 325 W. Jackson Bivd., Chicago 6, Ill. 
CURTIS-YOUNG 
SINCE 1895 DUPLICATING PRODUCTS THAT REFLECT YOUR GOOD JUDGEMENT 








The lowest-priced 
paste ink duplicator 
with built-in 

inking system 


without doubt, 
today’s biggest value 
in stencil 

duplicators 





Here is a machine that is really ideal 
for every office. Quality built all the way 
through—with exclusive features you 
wouldn’t dream of finding at such a low 
price. Turns out copies equal in every 
respect to those produced on expensive 
high-speed, heavy production duplica- 
tors. Handles all types of duplicating 
stock from post card size on up to 944x15 
(printing area: 8% x 13%) including 
your office forms and direct mail. And— 
you can make fast color changes at no 


TEMPO. 


America's highest quality & most complete line 
of stencil duplicators & supplies 


MILO HARDING COMPANY 
Established 1904 
Monterey Park, California 
Los Angeles ¢ Pittsburgh ¢ San Francisco 
Washington, D.C. ¢ Mexico D.F. and dealers everywhere 


additional cost. Amazingly simple to 
operate—and clean to use because it uses 
paste ink. Geha’s sturdy construction 
means years of trouble-free perform- 
ance. Fully guaranteed. 


Free Demonstration Offer 
Arrange now for a free demonstration 
of the Geha Comet in your own office 
without obligation. Pin this coupon to 
your letterhead and mail today. 


U MILO HARDING CO. 
170 Tempo Bldg., Monterey Park, Calif. 


[] Please arrange demonstration 
[] Send Geha Comet literature 


| NAME 
COMPANY —— 


| ADDRESS 
| CITY 
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5 MILLION 
SECRETARIES* 
LOVE US_YET 
they don't 
even know 








our name! 





ja SF 


Lenishieed 


When carbons are crisp, clean, smudge-free, typing flows fast and 
effortlessly . .. you save time, temper and money .. . and create better 
sales impressions. To constantly guarantee satisfactory performance, 
the makers of America’s best-selling carbons rely on Schweitzer’s high 
quality carbonizing papers. Schweitzer papers—proved best by test for 
absorbency, strength, purity, and uniform texture—assure the perfect 
marriage of fine paper and fine carbon inks. 


* (Stenographers and typists, too!) 


Whenever good impressions count, rely on carbonizing papers by 


Peter J. Schweitzer Division 
Kimberly-Clark €23 Corporation 


World’s Largest Manufacturer of Fine Carbonizing Papers 
Address inquiries to Elizabeth, N. J. 


Mills at: Elizabeth & Spotswood, N. J. ° Lee, Mass. © Mt. Holly Springs, Pa. 
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i 
...Dealers who'd like to learn 
how casy it is to sell the 8000 
line of R.C. Allen Cash Regis- 


ters...the fastest indication cash 














registers on the market, that sell 


for LESS than any competitive 


make with comparable features. 


enti, ela - i 


my 


; 


R.C.Allen 


1 

} 

j 
Business Machines, Inc. | Naue 

1 


Please send me information on a 
protected R. C. Allen franchise. 





680 FRONT AVENUE, N. W. e GRAND RAPIDS, MICHIGAN ADDRESS 





Adding Machines * Bookkeeping Machines « Cash Registers « Typewriters « 


Safes and Files « Carbon Paper and Ribbons « Precision Aircraft Instruments CITY 





668 FRONT AVENUE, N. W. @ GRAND RAPIDS, MICHIGAN 
For More Information Circle No. 279 
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KENRO ‘‘VERTICAL 14’ COMPANION 
shoots up to 11” x 14”... the 
photocopier and duplicator companion. 






KENRO ‘‘VERTICAL 18’’, 


the two-up camera. 


KENRO ‘‘VERTICAL 24”), 
shoots up to 18” x 24”... 
the four-up camera. 


Which Kenro Vertical Camera is best for your work? 


All are new, modern, engineered for 
versatility, accuracy, ruggedness 
and ease of operation. All have new 
features that improve production 
and broaden usefulness for every 
application. 

It’s the size of image that gov- 
erns the choice. If you want to 
shoot 81 x 11 copy four-up or ex- 
pose a full size newspaper page at 


same size, then choose the Kenro 
“Vertical 24”. If your copy comes 
two-up, then the “Vertical 18” is 
best for you. If your copy calls for 
shooting one-up, or your work is 
exposing duplicator masters, then 
select the “Vertical 14” companion. 

Write for all the facts on Kenro 
Cameras and related accessories 
Then you’ll know which Kenro fits 
your requirements best. 


KENRO GRAPHICS, INC. pDept. F-6. Cedar Knolls, New Jersey 
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Coptometer CSronet 


All Comptometer 
Dictating Machines 
are now Lower in 
Price! Desk Models 


Now unquestionably 


your finest buy 


For a demonstration see the Yellow Pages of 
your phone book for your nearest Comptometer 
sales representative ...or write Comptometer, — 
Dept. O6, 5600 Jarvis Avenue, Chicago 48, Ill. 


COMPTOMETER 
CORPORATION 
BUSINESS MACHINES e BUSINESS FORMS 


COMMUNICATION EQUIPMENT e ELECTRONIC PRODUCTS 
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IN THE HEAT PROCESS COPYING METHOD 


COPY COSTS CAN BE 
LOWERED 


BY AS MUCH 09% wink 


TOWN-FAC 


THE TWO WAY PAPER 


* OLD TOWN’S NEW DUAL PURPOSE 
COPYING PAPER 


q Yes it’s true... you now can lower your per copy 
costs by almost 50% with TOWN-FAC.... Its 
dual purpose usage: as a carbonless copy paper or 

as copying paper — will lower costs even more — 

ask for a demonstration and prove to yourself 


that high copy costs are a thing of the past. 


() Town OLD TOWN CORPORATION 


Established 1917 


750 Pacific Street, Brooklyn 38, N. Y. 
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Tailored Filing 


to meet your every filing need 


When Hanging Folders best suit your needs... then 
COMPARE ...... the advantages found in Smead’s 
Flex-1-Vision Hanging Folder Line. 


COMPARE ...The Tab Full one inch exposure. 
All metal for permanence. Rigid—Always upright—Unbreak- 
able. Angled for easy reading. Easier to attach and to remove. 
Tabs may be used on other hanging folders or for other in- 
dexing by attaching to file pockets, catalogs, swatches, covers, 
guides, etc. 


COMPARE ...The Folder Folder top has tab 
position indicators for 1/3 and 1/5 position. Reverse the folder 
for front and back tabbing for 2” or 3” tabs. Securely bonded 
hangers to eliminate slippage on rods. 


COMPARE ...The Hanging Follow-Up- 
Folder The sliding signals (Green and Red) are unique 
and positive reminders. 


COMPARE...The Hanging File Pocket 
Extra high cloth reinforced gussets which prevent contents 
from catching on drawers or trays. 


Also Available—Interior Folders, Frames, Colored Inserts and Inserts for 
System Indexing 


SEE YOUR SMEAD DEALER... or write us, on your business letter- 
head, for a free sample of the folder and tab.. 


MANUFACTURING CO., Hastings, Minn. 
LOGAN, OHIO CHICAGO,ILL. LOS ANGELES,CALIF. 


For More Information Circle No. 





















































GRAND TOTAL 
































Mod. 8561 
Printing Calculator 


EXCEPTIONAL! 

















way 
TOTALIA 
GRAND TOTAL fy LAGOMARSINO-FAI 


Viale Umbria 36 - Milano (Italy) 


Distributing Centers in U.S.A. 


Transforms complex NEW YORK, Check Writer Co. 565 Broadway 
> er any Import Office Machine Co., 159 N. 
; ' earborn St. 
calculations into a SAN FRANCISCO, Northwest Lagomarsino, 
i | d loaical LOS ANGELES Wholesale Busi Machi 
m j . olesale Business achines, 
es oe ag se 7525 Beverly Blvd. 
: HOUSTON, Adding Machines Distributing Co., 
succession of auto- 2223 Carolina St. 
DALLAS, Wholesale Office Machines Co., 2000 
. : North Lamar St. 
matic operations LOUISVILLE, KY., Import Business Machines 
Co., 1503 Bardstown Road. 
CANADA distributor: Nauta Bros., 3615 Dan- 
forth Ave., Toronto. 
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Try it at our expense ! 


“SCOTCH'BRAND Dusting Fabric No. 550 


Help yourself to better, cleaner dusting 

with this new lint-free fabric. See how its tiny 
dust traps catch up dust and hold it— 

instead of scattering it around. Use it safely, 
too; this specially treated fabric 

can’t scratch the finest surface, leaves no 

oily dust-catching film. Send now for 

12” x 18” sample. 


Mail 
coupon 
now! 





3M COMPANY, Dept. CBC-60, St. Paul 6, Minn. 


Please send my free sample of new “SCOTCH” 

BRAND Dusting Fabric No. 550. 
<< ; 
Mienesora & yy NAME 
Misses ane SS ig a 
Maanvracrurine seaman sie ctrl 


ADDRESS 





+. WHERE RESEARCH IS THE KEY TO TOMORROW | 
CITY... 
MY SUPPLIER IS 
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Do You Watch Office Costs 
As Closely as You Do 
Factory Costs? 


W. E. MITCHELL, 


Special Accountant, Data Processing Center, 
Sylvania Electric Products, Inc., Camillus, N. Y. 


ORKERS IN OFFICES and plants 
have some things in common. 
Both process raw material, which takes 
the form of paperwork in the case of 
the white collar worker. With the help 
of automatic machines, both create 
finished goods. At that point, the com- 
parison ends. The goods produced by 
the factory worker are moved out of the 
plant and into market, where they are 
sold. If some models do not sell, pro- 
duction on them is promptly stopped. 
The goods produced by the office 
worker, on the other hand, normally do 
not leave the plant—the movement is 
only from desk to desk, accumulating 
without impediment. There exists no 
acid test as to whether all the goods are 
really useful or not. Another difference 
is in product specification and control. 
Whoever heard of a factory supervisor 
deciding on his own to change the speci- 
fications of a product? Or worse, 
creating and putting into the assembly 
line, a new product—one solely of his 
own imagination and desire. Yet the 
clerical worker is doing this every day. 
He creates new forms and new reports. 
He aggrandizes existing reports and 
adds more names to the list of recipients, 
and no one questions it, because “It’s 
only paperwork.” 
The cost of office inefficiency is not as 
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dramatic as inefficiency in the plant 
where you can look out the window and 
see the scrap pile growing larger. But 
the costs are there, nevertheless, gnaw- 
ing away at company profits. There was 
only about one clerk to every 30 factory 
workers in 1900. In 1935, the ratio 
changed to one clerk for every ten 
factory employees. Again, the ratio 
changed in 1950—one clerk for every 
2% production workers. Furthermore, 
the value of office machinery per cleri- 
cal employee jumped from $70 in 1900 
to $260 in 1950. But most revealing of 
all is this: based on a constant dollar, 
the gross national product rose 100% 
in the past 25 years. During this period, 
the work force increased only 50%. 
However, the clerical work force 
increased 400%. 

But don’t rely on such “arm’s dis- 
tance” statistics. Examine your own 
accounting books for last year and the 
preceding year. How much was spent 
on: printing and office supplies; rent of 
equipment; telephone and telegraph? 
How much was on the books last year 
for assets such as office machinery and 
furniture? In lieu of that amount, you 
would think little more would be needed. 
How much more was purchased this 
year? Was there a proportional increase 
in sales to justify it? By how much more 
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has annual depreciation increased as a 
result of these purchases? 

It is almost impossible to arrive at a 
figure representing salaries and wages 
for office work. There are too many 
employees classified as “factory” who 
are actually performing clerical duties. 
How much time do salesmen and execu- 
tives spend every day on paperwork? As 
a rough stab, apply the ratio of one 
clerical to 2% production workers to 
your total payroll. It will give you an 
idea on the cost of paperwork. Add to it 
some of the employees fringe benefits, 
dues and subscriptions, office rent, office 
machine service contracts, etc. 

Integrated data processing; faster elec- 
tronic computers; more automation in 
the office: these are the nostrums that 
are too commonly thrown into the 
discussion as measures to combat 
mounting paperwork costs. As the above 
statistics show, plant labor is constantly 
decreasing while office labor is in- 
creasing. A new automatic machine is 
installed somewhere in the plant, re- 
ducing manufacturing employees from 
ten to two for a particular operation. 
What became of the eight displaced 
employees? You may find three sitting 
at desks chopping away at calculators 
and the other five chasing about the 
plant with clipboards frantically gather- 
ing statistics! 

Most firms have formal policies and 
routines which require rather involved 
requisitions to be filled out with an 
explanation of the necessity of the ex- 
pense, requiring formal approval of 
department heads, plant managers and 
vice presidents to spend only $1000 or 
so. Yet, a single report, dealing with 
inventory control, floorspace or some 
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such subject, requiring only an hour a 
day, could cost the same company 
$5000 a year—and this requires no 
approval! Such a report is often insti- 
tuted by a Salary Grade 5 employee or a 
clerk. 

To buy a $150 electric motor, a re- 
quest for capital expenditure must be 
approved by management in most firms, 
and the purchase must be justified in 
terms of return on investment and pay- 
back period. Yet, Mr. Grade 5 can 
increase the number of copies of a 
multiple snap-out form from five to six, 
to provide an extra copy for his depart- 
ment, and spend $150 in printing costs 
without management approval. Millions 
of dollars have been spent on just that 
sort of thing. How much of it was 
questioned? How much of it had to be 
justified in the sense of return on 
investment? 

Before redesigning a form to make 
it more efficient, the need for it should 
be questioned. Before streamlining the 
duties of a clerk, it should be deter- 
mined just what the clerk is producing 
and what use it is to the company. These 
questions must be answered before pro- 
gramers aggrandize the reports for pos- 
terity on electronic instruction tapes. 

Forms and reports are the keys to 
what people are doing with their time. 
It is arguable whether there is always a 
use for a particular copy of a form and 
a reason for every report or memo. 
Some of the reasons are good and sound 
very convincing the first time around. 
But if the only requirement is “that 
there is a reason,” no matter how diverg- 
ent that reason may be, then practically 
everything is justified. Few reports 
would fail to pass such perfunctory 
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testing. The only real test is in dollars 
and cents. Does the benefit derived 
from the report justify the expense of 
preparing it? 

Forms and reports tend to build them- 
selves into a pyramid; they generally 
contribute statistics to one another 
which lead to the peak of the pyramid. 
The peak may be a report to top man- 
agement (Fig. 1). The peak of the pyra- 
mid must always be kept in mind when 
trying to eliminate or reduce the content 
of reports. For example, Joe has to fill 
out Form X because Tom needs the 
information by the Sth of the month to 
issue a tab report, which he gives to 
Bill. Bill uses the data from the tab 
report for a schedule he provides his 
department head every month. The 
department head takes information from 
that schedule for a report of his own 
which goes to the plant manager. 

If the plant manager, when he is 


faced with the cost of that report de- 
cides it really isn’t essential, or decides 


that much of it can be eliminated, con- 
siderable time and money can be saved. 
It saves the plant manager’s time read- 
ing it and it saves time for his depart- 
ment heads, Bill, Tom and Joe. It saves 
the paper cost and machine time. 

An all out effort to scrap all nonessen- 
tial forms and reports should be made. 
Someone at each plant, in multiple-plant 
companies, should have the authority to 
investigate the costs and the use of every 
report, coming in or going out. His 
work should be introduced by the plant 
manager in a staff bulletin to all hands 
to demonstrate top management back- 
ing. Each department head should take 
15 minutes to talk to his own depart- 
ment about it. 

For quick results, the first step to be 
taken would be the blitzkrieg, to knock 
off all the forms and reports possible by 
simply asking recipients if they really 
need the copy that they are getting. 
There are two ways to do this: 

1. Mailroom clerks attach a coupon 


Very little of the volumi- 
nous detail from the base 
of the pyramid may be ex- 
tracted for the final report. 








Fig. 1. Keep in mind the peak of the pyramid. 
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Name of Report 


In connection with the Plant Manager's letter of (DATE), please 
indicate the name of this report and your opinion as requested 
below, sign your name and return this coupon to John Doe: 





distribution list, 





CJ I insist on getting a copy of this report (or form). 


CJ Convenient to have copy, but den't insist on it, 


C] Will try to get along without it. 


Delete mv name from 





Signature of Recipient 








Fig. 2. Mail clerks attach this to every form and report for at least 60 days. 


to each copy of every form and report 
(Fig. 2) every day for at least 60 days 
so that all reports are covered. This may 
seem like a nuisance to the fellow who 
has indicated several times that he insists 
on getting his copy. But the inconveni- 
ence can be explained in a memo an- 
nouncing the program. Besides, by the 
fourth trip, he may change his mind. 

2. One company constructed a tem- 
porary duplicate of the mailrack. Mail 
girls accumulated, according to em- 
ployees’ names (or regular mail centers) 
all material that looked like a report. 
If any employee really needed some- 
thing, he had to go to the mailroom and 
ask for it by name. He had to fill out a 
form requisitioning it, explaining why 
he needed it. This was a burdensome 
procedure and many reports were re- 
quested. But the company reported that 
50% of the bulk was never asked for! 
Never missed! In this case, no announce- 
ment was made. Regular mail from out- 
side, sales orders, job orders, etc., were 
allowed through. But everything else 
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was held in the temporary mailrack. 

The person responsible for the pro- 
gram should then obtain job descrip- 
tions from everyone engaged in office 
work; not only clerks but up to depart- 
ment head level, at least. The descrip- 
tion should explain (1) the job respon- 
sibility; (2) what reports are prepared 
or what records are kept; (3) estimated 
time spent per day, week or month for 
each function. 

This is not a time-study. It 
important at this stage if the job can be 
done in less time or with cheaper ma- 
terials. All that is required is a rough 
estimate of the time it takes now. The 
time element then can be extended by 
flat rates, such as $2 per hour for a 
clerk or $4 per hour for a supervisor, 
etc. By this analysis, the recipient can 
be approached and asked: “This 
monthly report you get costs two hours 
a day, 520 hours a year, at $3 per hour 
or $1560 a year, to prepare. Is it worth 
it?” 


Maybe the report can be eliminated, 


isn’t 
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or the preparation time cut from two to 
one hour a day, or reported on an 
exception basis. For example, why 
burden management with an inventory 
report covering the activity of all prod- 
ucts? What interests management in 
inventory control is: what is overstocked 
and what is understocked. The 50 sheets 
of statistics in between are only dead 
weight. 

It may be that the report can be com- 
bined with something else (Fig. 3). 
People become terribly generous with 
copies of reports. They erroneously feel 
that, since a certain number of copies 
have to be made in any event, the cost 
of two or three more is insignificant. 

Not until after all unnecessary reports 
and forms have been eliminated should 
any thought be given to streamlining 
the remaining work. In regard to 
methods, the keys to look for are (1) 


volume, (2) repetition, (3) machine re- 
quirements. If any operation has little 
volume and/or does not require com- 
puters, tabulators or some other ma- 
chinery, it probably does not merit 
study. But an operation having all or 


any one of these factors should be 
definitely reviewed. The entire opera- 
tion should be broken down step by 
step to determine where improvements 
can be made. 

Why should there be one form for 
petty cash reimbursement and another 


to request a check. They both serve the 
same function; they both authorize dis- 
bursement of cash. Prima donna forms, 
created because someone doesn’t like 
the one issued by the division office, 
should be outlawed. The cost of print- 
ing 10,000 each of five separate forms 
is twice as much as printing 50,000 of 
one form, because of quantity discount 
and design cost. The more lines, spaces, 
blocks and frills on a form, the higher 
the cost. 

In the office, much mail is interoffice. 
So why not scribble an answer on the 
letter you receive and kick it back to the 
person asking the questions? Most re- 
plies generally use half a page rephras- 
ing the question the other fellow asked 
so that he will be able to identify the 
subject. No profit-conscious executive 
will resent getting a handwritten note. 

In our comparison of office and fac- 
tory workers, one of the differences was 
that the former retains what he pro- 
duces. What effect does this have in 
office cost? To retain papers in a single 
four-drawer file costs about $10 a year 
where floorspace is only $1.50 per sq. 
ft. If the company keeps four copies of 
a particular form, which is common if 
four different departments are involved, 
the cost is $40 a year. If these four 
copies are kept six years, the cost is 
$240. Where office space is $4 a sq. ft., 
the cost is nearly $600. Certainly not 
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Fig. 3. Combining three reports into one. 
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Fig. 4. Determine the break-even point when storing records. 


all four copies are required. In most 


instances one copy should be kept only 
three years or less. 
The average company with 100-500 


employees grinds out thousands of sales 
invoices in one year. Thousands of 
accounts receivable statements, hun- 
dreds of payroll checks, paid voucher 
files, timecards. A seven-year accumula- 
tion could be staggering. It is assumed 
that 100 pieces of paper require a linear 
inch in a file drawer. Accordingly, a 
single file drawer contains 3000 pieces. 
To file one year’s supply of just these 
few forms could require a thousand file 
drawers. Many firms rent outside space 
because they’re short of room on their 
own premises. Much space could be re- 
claimed if they'd look around and 
throw out some of this paper. 
Microfilming is no panacea either. 
Where a saving in the cost of storing 
records is the only objective of micro- 
filming, records should be kept at least 
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six or seven years and very few records 
have to be kept that long (Fig. 4). 

A realistic records retention program 
should reclaim expensive file cabinets 
and valuable space. Assign responsi- 
bility to certain departments for keep- 
ing a single copy of each form for 
record purposes to avoid duplicate stor- 
age. Schedule how long each record 
must be kept. Prohibit purchases of fil- 
ing equipment for one year to force 
departments to reclaim the equipment 
they already have. 

Some companies admit to only 50% 
productivity! Your company may be as 
high as 80%. But if you go after that 
20%, you are going after something 
worthwhile. If it makes sense to re- 
quire management approval for size- 
able and significant disbursements, such 
as buying a $150 electric motor, then 
it makes sense to require the same justi- 
fication for any new report or new 
form. 
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Leota Allen, assistant administrator, Hardin 
County General Hospital, has a variety 
of comparative monthly reports for ad- 
ministrative guidance. 


DMINISTRATIVE CONTROLS 
A are as vital to small hospitals as 
iarge. Executives at Hardin County 
General Hospital, Rosiclare, Ill., faced 
this question: how do you set up effec- 
tive controls with limited funds and 
personnel? Hardin, with only 25 beds, 
was in the same situation as other 
small hospitals. No United Appeals or 
similar groups underwrite their operat- 
ing deficits. They must stand on their 
own feet to survive. 

Lacking the support available to 
larger hospitals, the services that small 
institutions like Hardin can offer must 
square with the community’s ability to 
pay. This requires accurate cost figures 
on each phase of operations. Such infor- 
mation is also needed for the growing 
number of reports that hospitals make 
to state governments, welfare organiza- 
tions and associations. A good example 
is the one submitted to the federal gov- 
ernment when complying with Hill- 
Burton, an act that empowers Congress 
io allocate funds for hospital expan- 
sion. 


System for the 
Small Hospital 


When Hardin’s board of trustees de- 
cided on expansion under Hill-Burton, 
it weighed its increasing need for 
tighter fiscal control. Federal aid would 
entail accurate analyses of patient sta- 
tistics and revenue. No patient in need 
of medical attention is turned away be- 
cause of indigence, but somehow the 
costs must be met. First step is to know 
the extent and true cost of services ren- 


‘dered each patient. 


There is a world of difference be- 
tween the cost of servicing one patient 
and another, sometimes even when the 
same service is provided. Hardin could 
not afford a system involving mechan- 
ization. Rosiclare could not support 
maintenance service and supply skilled 
operators. So the hospital adopted a 
control system designed by Royal Mc- 
Bee Corp. Early discussions with this 
company almost ended when the hos- 
pital administrators were told that the 
system is used by hospitals with 200 

(Continued on page 232) 


When a special service is ordered, nurse 
selects proper pre-notched Keysort card 
from file, enters patient’s name and code. 

P : 





A bright pulp is pro- 
vided by three-stage 
bleaching process at 
Hammermill Paper Co.'s 
modern Neutracel plant. 
Process removes all traces 
of natural wood pigment. 
Bleaching agent is washed 
away after each stage. 
Operations are fully in- 
strumented and controlled 
by a single operator. 


Facts 
You Should 


Know About PAPER a 


DORIS WILLIAMS VAUGHN 


APER IS FUNDAMENTAL to 
your business. Without it no office 
could function. You may buy your own 
supplies, or you may have your printer 
buy it for you. If you are not a volume 
user, his purchases in large lots may 
save you money. Whoever your supplier 
is, a basic understanding on your part of 
weights, sizes, qualities and finishes of 
office papers is essential. It will enable 
you to obtain the best service and end 
product at the most economical price 
without sacrificing quality. 
To improve our paper knowledge, 
let’s consider a few basic facts. Do you 
know what a ton of paper means in 
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terms of thousands of letterheads? In 
20 Ib. weight for 842” x 11” letterheads, 
it means 200,000. Or the same ton of 
paper could provide 86,250 No. 10 
envelopes, 65,000 letterheads and 20,- 
000 second sheets. 

The basis weight or substance num- 
ber (abbreviated to Sub.) is the weight 
of 500 sheets (one ream) of 17” x 22” 
bond paper. Out of each sheet is cut 
four letterheads 842” x 11”, totaling 
2000 per ream. Double size paper, 
22” x 34”, is most often favored for 
making envelopes. From each 22”x 34” 
sheet, eight 842” x 11” letterheads can 
be cut, giving a total of 4000 per ream; 
or six No. 10 envelopes, for a total of 
3000 per ream. 

While you may see 17” x 22” and 
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22” x 34” sizes more often, these are 
not the sizes that the paper mill turns 
out with its machines. If you are going 
to order a ton or more of paper with 
your own watermark, you'll want to 
know what widths are available. In the 
jargon of the industry this is referred to 
as “machine fill.” Knowing the widths 
available will enable you to help your 
supplier figure the largest number “out” 
of the size or sizes you use. For in- 
stance, a machine fill of 56”-60” could 
be cut to give 34” plus 17” plus 5”-9”, 
and each could be cut 22” long to give 
standard reams of 22” x 34” plus 17” 
x 22” and an odd 5”-9” (it varies) x 
22” ;ize (for small letterheads) cut 
7%” long to give “3 out” or 1500 per 
ream. 

Take this example: you are using 
56”-60” machine fill in figuring the 
following quantities of various weights 
(other common widths of paper mill 
machines include 76”-87” and 100”- 
109”). 

If you use the standard 812” x 11” 
letterhead, a ton of paper in Sub. 9 
will give you 444,000 letterheads (air- 
mail weight); a ton of Sub. 20, 200,000; 
and a ton of Sub. 24, 166,664. 

Weights naturally vary for different 
uses. For instance, you use Sub. 712, 
8 or 9 for airmail stationery and legal 
copies; Sub. 13 for a heavier, more 
durable airmail paper or all purpose 
lightweight sheets; Sub. 16 for a light- 
weight stationery used in great volume; 
Sub. 20 for general stationery; and Sub. 
24 for executive or prestige stationery. 

These are the usual weights for the 
uses specified. For direct mail cam- 
paigns you might use variations for 
economy or attention getting, e.g., if 
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you. use Sub. 20 for letterheads, you 
may use Sub. 16 or 13 for a four-page 
financial letter or annual report, saving 
postage yet retaining the “feel” of your 
usual letterhead. Although your big 
volume stationery is Sub. 16 or 20, 
you might use Sub. 24 or 28 in a special 
mailing to stockholders where prestige 
is important. 

Another important consideration is 
quality. You have a choice of 100%, 
50% or 25% rag content or sulphite 
combinations (sulphite, sulphate 
bleached chemical woodpulp and ex- 
clusive pulps). The 100% rag content 
papers are more often used for letter- 
heads in the legal profession and in 
banking. 

Properties you should expect in 
100% rag content papers, and to a 
lesser extent in 50% and 25%, are 
permanence, durability, strength, excel- 
lent writing and erasing qualities, fine 
formation, texture, color and feel. You'll 
find the maximum of each in 100% 
rag content paper, of course, with new 
rag having the greatest strength and 
whiteness. This last mentioned paper 
is used in banknote and security papers, 
insurance policies, legal documents and 
technical papers as well as fine letter- 
heads. Wherever beauty, softness and 
fine texture are more important than 
cost, you'll see it used in high grade 
stationery. You'll recognize the crisp- 
ness and crackle of rag content papers 
(sometimes identified as cotton con- 
tent). 

More bleached chemical woodpulp 
papers are used for office stationery 
than any other quality. When you buy 
50% or 25% rag, the remaining per- 
centage is bleached chemical woodpulp 


87 





, If a atl 


4 


: 4 
~ in 


3 


This block-long paper machine—one of the largest single pieces of equipment in industry 
—forms sheets of paper for Hammermill Paper Co. This machine travels at over 900 ft. 
per minute and can produce 300,000 Ibs. of Hammermill Bond daily. 


American Writing Paper Corp. uses this “Barber” dryer to give its papers a cockle finish. 


Company makes Eagle-A papers. 
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The wet end of the No. 2 paper machine at Ea 


stern Fine Paper & Pulp Division, Standard 


Packaging Corp. It is here that the stock flows onto the Fourdrinier wire (see page 92). 


made by various processes. Sulphite 
pulp is bleached to a high white color. 
The strength, pliability and length of 
sulphite fibers provide sufficient per- 
manence in paper for ordinary uses. 
Sulphate (kraft) pulp is made from 
wood chips cooked in caustic soda and 
sodium sulphide. The name “sulphate” 
stems from the fact that chemical losses 
are replaced with sodium sulphate or 
sulphur and reduced to sulphide in the 
recovery process. It is known for 
strength (bag and wrapping papers), in 
fact, the word “kraft” is Swedish and 
German for strength. A few years ago 
if you considered whiteness less import- 
ant than strength at low cost, bonds 
containing sulphate would have been 
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acceptable for some uses. Now that sul- 
phate pulp can be bleached so well, 
without loss of toughness, you'll find it 
acceptable with sulphate in most bond 
papers. Indeed, sulphate papers today 
are of such beauty and longevity that 
they equal or, in some cases, even sur- 
pass the 25% rag of a few years ago. 
Sulphite bonds are sometimes graded 


‘No. 1, No. 2, No. 3 and No. 4, though 


today you hear little about Nos. 2 and 
3 but, on the other hand, four times as 
much No. 4 is produced as No. 1—the 
former being better today than the latter 
was ten years ago. 

Finishes are an important aspect of 
paper. Those most usually found in 
bond papers are smooth or wove 
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5. Passed from hopper 4. Inspected on conveyor. 3. Thrasher removes 
to bleach boiler. loose dirt. 


, 9. Beater defibers, 
fibrillates pu 


11. Jordan sup 
plements bea 
work—cuts fib 
uniformly. 


6. Cooked in alka- 
line solution under 
pressure. 


7. Washers re- 
move alkali. 


Bleach is added 
and stock emp- 8. Agitated by ver- 10. Jordan 12. Passed die 
tied into washer tical rotating arms, chest supplies through Jor- through 
chest. fiber is pumped to stock to the dan to ma-_ small meta 
beaters. Jordan. Pro- chine chest. screens. 
peller keeps 
fibers well 
mixed. 

















23. Packed. 22. Finished paper is 21. Knives 20. Counted 19. Sheets 18. Lay 
labeled as to grade, trim sheets into reams. sorted and cutter 
color, size, weight, square. inspected. to size. 
finish and lot num- 
ber. 








25. Laboratory, where 24. Shipped. 
chemists check all 
raw materials. 
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EAGLE A MILL “5 
RECEIVING 


————» 


How Paper 


1. Raw materials 
arrive. 


Is Made 


14. Vortraps use centrifugal 
force to remove impurities. 


° O){O LOL °o ojLo ° o ° i) 3 


. Flow box 16. Fourdrinier machine—pulp flows from flow box to an endless shaking wire (AA), 
egulates water drains off, fibers remain on top forming the sheet. Paper passes under the 
ow to pa- dandy roll (B) that presses watermark into the wet sheet. Paper web passes the 
machine. couch rolls (C), is picked up on traveling felt, carried to forward press rolls (D) 
and reverse press rolls (E) to driers (F}. Gets tub sized (G), passes through second 
bank of driers (H), is evenly smoothed by machine calender (1), wound in rolls (J). 

From the rolls it is rewound and slit into various widths on rewinder (K). 


17. Air Drier—This equipment is used for drying paper which has been especially tub sized 
for producing the cockle finish so popular in Bond and Onionskin Papers. The rolls from the 
paper machine are put on the stand (A). The paper is immersed in the tub size (B) and 
drawn through the size press rolls (C). The web (D) is drawn into drier chamber (E). Here 
heat of about 170° F. is blown against the web, shrinks the sheet under little or no tension 
so rapidly that a cockle or ripple-like finish is produced. The web is then carried over cooling 
rolls (F), wound on rolls {G), and subsequently rewound on rewinders (H). 


Courtesy of the American Writing Paper Corp., Holyoke, Mass. 
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(plain), cockle or ripple, laid and 
opaque. 

If you were to watch paper being 
made at a mill, you’d discover that a 
mixture of about 98% water and 2% 
fibers flows onto a moving endless belt 
of woven wire. Gravity drains some 
water off, and suction boxes help re- 
move more. The matted fibers ride along 
the wire belt until they pass under a 
revolving wire dandy roll. When the 
dandy roll creates a plain pattern, or 
rather lack of pattern, on the surface 
of the sheet, this paper is called wove 
finish. It is used when the smoothest 
possible bond paper surface is desired. 

You can tell cockle or ripple finish 
by the crinkly texture of its surface and 
the resultant good body to weight pro- 


portion. In the days when most fine 
paper was hung on poles in drying 
lofts, cockle finish came as a direct re- 
sult of the slow air drying process. One 
reason why cockle finish is used today 
is that it is associated with fine paper 
of good body with traditional fine paper 
finish. It is used for lightweight air- 
mail stationery requiring a good body- 
weight ratio, for legal copy paper. It is 
used in high rag content bonds of 
heavy weight when an impressive finish 
with “plenty of money in the bank” 
crackle is required. 

Laid paper is identified by the ap- 
pearance of lines across the sheet. These 
are actually differences in the thickness 
of the paper which produce a ribbed or 
lined effect. You'll discover quite a 


ee, 
Further along Eastern’s No. 2 machine, paper passes over the surface sizing unit and into 
the short nest of dryers. Machine was recently improved with new sizing equipment and 
additional drying rolls. 
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“NCR PAPER saves its entire cost 
several times each year.” 


CHARLES W. HAYES, Vice 
President of Hayes Tools, Inc. 


—Hayes Tools, Inc., Dayton, Ohio 


“We have been using NCR Paper (No Carbon Required) since 
its introduction to industry. It enables us to reduce costly dupli- 
cation in paper work by eliminating the need for inserting and 
removing carbons. With NCR Paper, originals and copies are, 
picked up as a complete unit. 

“Our experience has proved the flexibility, convenience and 
economy of NCR Paper. Our employees like it too, because 
NCR Paper forms are cleaner and 


easier to use. LL2-—e 
“We estimate NCR Paper saves ay «> 


its entire cost several times each 
year through savings of time and Vice President of 
effort.” Hayes Tools, Inc. 


ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER 


Another Product of 


THE NATIONAL CASH REGISTER COMPANY, boyton9, Ohio 


1039 OFFICES IN 121 COUNTRIES 
76 YEARS OF HELPING BUSINESS SAVE MONEY 


For More Information Circle No. 
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It’s the cost-in-use rather than 
the purchase price that deter- 
mines the true cost of your 
multiple-copy forms. Invest in 
NCR Paper forms and get div- 
idends through time saved and 
increased record-keeping effi- 
ciency for your business. 


NCR PAPER 
ELIMINATES 
CARBON PAPER 
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variety among laid finishes too: fine line 
laid is self-explanatory; chain laid shows 
a vertical connection of the horizontal 
lines at specified intervals, commonly 
about an inch apart; wide rib laid is a 
distinctive paper with wide lines and 
some of the high fashion value that 
wide wale corduroy has in fabrics. In 
short, when the dandy roll leaves 
parallel lines on the paper that appear 
translucent when held to the light, it 
is laid paper. 


At Finch, Pruyn 
& Co., reams of 
paper are cut, 
wrapped, sealed, la- 
beled and put into 
cartons on this con- 
verting line. 


When used _ by 
North Shore Print- 
ers, Inc., Wauke- 
gan, Ill., for a di- 
rectory job, Ecusta 
30-Ib. Waylite pa- 
per saved the cus- 
tomer ten cents a 
copy in mailing 
costs, 


Opaque finishes have become _in- 
creasingly popular since the Korean 
War. Perhaps you should not call 
“opaque” a finish, rather a_ special 
property, since it is available in wove, 
cockle and laid finishes as well as in 
25%, 50% and 100% 
qualities. 

Greater 


rag content 


whiteness, and 


brightness 
opacity are achieved by various methods, 
including the use of fluorescent dye. 
Since you can have it printed on both 
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s One of the many extras that make GF office furniture so much better 


24 men must OK this GF desk before you can buy it! 


Above you see the 24 inspectors and quality control and rechecked against exacting quality standards. 
people who must test and approve a single GF office _It’s all part of our continuing effort to make every 
desk. Every component... frame, drawers, top, piece of GF office furniture serve you better, last 
fittings . .. must pass rigid inspection. Every process longer. The General Fireproofing Company, Dept. 
... forming, welding, brazing, painting...is checked L-33, Youngstown 1, Ohio. 


ENERAL 
izerroorine 


For More Information Circle No. 265 
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Presto-chango! Additions and de- 
letions can be made “like magic” on 
the amazing, new, aluminum surface 
3M Type “L’ Photo Offset Plates! 


BRAND 


Isn’t it time you made the change? 


You don’t have to ‘‘manipulate’’ these plates to make additions and 
deletions—all you need is a standard No. 2 pencil with an eraser on the 
end. Changes are so simple and easy to make you can do it right on 
the press! Pre-sensitized 3M Brand Type ‘‘L’’ Plates are so simple and 
easy to process, too. One chemical does it, in one step—without rins- 
ing. And, you have all the advantages of smooth-surfaced metal plates, 


including the cleanest possible runs. Yet the PRINTING 
cost of 3M Brand Type ‘'L’”’ Plates is compa- 3m PRODUCTS 
rable to paper or plastic photo plates! em DIVISION 
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Wausau Paper 
Mills uses this Ap- 
pleton rewinder in 
the latter stages of 
its paper making 
operations. 


sides with minimum show-through, this Even though you pay slightly more per 
is an excellent choice for a four-page pound for an opaque finish, you may 
folded letter. You may find that a Sub. make it economical by using a lighter 
16 paper can take the place of.a Sub. weight with equal printability. All bond 
20, without objectionable translucency. papers have been improved in white- 


PRINTING 
PRODUCTS 


Ask your 3M litho- DIVISION 


graphic supply dealer 
about easy-to-change 
3M Type “L” Plates 


BRAND 


or mail this coupon... 


aera ee 


3m = 


PRINTING PRODUCTS oivision @® 


MINNESOTA MINING AND 


MANUFACTURING COMPANY 
Dept. PBW-60, St. Paul 6, Minnesota 


Please send me complete information 
about easy-to-change 3M Brand Type 
“L’’ Plates. 


NAME 


| 





COMPANY _ 
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Mitanesora (finine amp (\fanuracrurine company €&D 
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ness and none more so than opaque. 

Specialty paper chemicals have been 
gaining in popularity in paper manu- 
facture over the last few years. Typical 
is the big sales spurt of fluorescent 
brighteners used to improve the printa- 
bility of paper. Also gaining are chemi- 
cal coatings that improve papers’ “feel” 
and impart a whiter look to them. One 
of these — titanium dioxide — not only 
makes paper whiter, it also makes it 
more opaque. 

It would be unfair to stenographers 
and typists to fail to make some mention 
of the new papers that feature “ease 
of erasure.” This also is a property 
rather than a finish. Any rag content 
bond erases easily, without tear-through 
or loss of surface, but the special papers 
permit this to a quite remarkable degree. 

When the dandy roll has a raised or 
indented design coming in contact with 
the pulp fibers, it causes them to be 
slightly displaced, thicker or thinner, 
in accordance with the pattern of the 
dandy roll. This pattern, visible in the 
finished sheet, is called the watermark. 
If a raised design is used, formed by 
soldering wire facsimiles of the desired 
design to the surface of the roll, the 
paper is more translucent where the wire 


HAMILTON BOND 
Watermarked Sulphite 
White—Standard Finish 
Substance 13 

i, « 2 

17!/, x 22!/ 

19 x 24 

17 x 28 

22 x 25!/ 

22 x 34 

22'/2 x 35 

24 x 38 


28 x 34 
35 x 45 


A typical paper catalog listing. 


design makes its impressions. You'll 
notice the watermark is slightly lighter 
than the paper area around it. This is 
caller a shaded watermark. If your 
trademark, slogan, brand name or com- 
pany name can be drawn in bold out- 
line form, it will make an effective pri- 
vate watermark. You pay no more for 
making a quantity of paper with a 
private watermark, except for the origi- 
nal cost of the dandy roll, $250-350. 

If you want your watermark in a 
definite spot in your letterhead, you 
may have it localized for a small addi- 
tional charge. A large crest, for example, 
may take up 5” in the center of your 
842” x 11” letterhead. Most common 


Inspection, count- 
ing and packaging 
are performed un- 
der controlled con- 
ditions of light, 
temperature and 
humidity at Byron 
Weston Co. Paper 
is shipped in mois- 
tureproof wrappers 
to arrive precondi- 
tioned for good 
press performance. 
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New “Sav-a-Step’ 
one-touch totals and sub-totals 





New one-touch control lets operator take 
totals or sub-totals automatically on one split 
motor bar. Greater speed, accuracy, and 
convenience. 

Automatically prints subtractions, credit bal- 
ance in red. (Symbols are extra large, easy to 
read.) New contour keys are easy on your 
fingers. Whisper-quiet operation. Electrified cor- 


VICTOR 


business machines 
Victor Adding Machine Co. 
Chicago 18, Illinois 
Victor Adding Machine Co., (Canada) Ltd., Galt, Ontario 
Manufacturers of Business Machines, Cash 
Registers, Business and Industrial Systems 
Electronic Equipment, Electri-Cars 


Made in 
America 


See the Adding Machine section in the 
Yellow Pages for Factory Branch or 
Dealers. Or mail coupon today! 


NEW 


1960 
V4 (O8 KO) & 
Pree 


ADDING MACHINES 


control bar takes 


rection key gives instant, one-touch clearance. 

Dramatic new styling in modern brown and 
sand tone color. The 1960 Premiers are preci- 
sion-built for years of trouble-free service. 1¢ 
key or full keyboard, hand or electric. Sensibly 
priced, too! (See the new Premier and Victor's 
other 1960 model adding machines and printing 
calculators.) 


Victor Adding Machine Co., Dept. 0-6 
Chicago 18, lilinois 


Please send new four-color brochure on 
your new 1960 Premier Adding Machines. 


PO cecciacudlinasdvataens 
Firm... 


Address............... 


For More Information Circle No. 284 
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is the 2”-4” watermark localized 1” 
from the left edge, 144” from the bot- 
tom of each 812” x 11” letterhead. Or 
you may ask your paper jobber to show 
you samples of what is known as 
“paraded” or “head to head” water- 
marks. 

Storage is a factor that merits careful 
thought. If you have your own facilities 
for cutting and printing, you may wish 
to store paper on your own premises. 
On the other hand, if you are going 
to use envelopes made from the same 
paper, the place of storage will depend 


on the method of printing. If they’re to 
be printed by lithography or letterpress, 
this can be done before the envelopes 
are cut. But if they’re to be engraved, 
the paper is shipped to the envelope 
manufacturer as the engraving is done 
after the envelope is made up. You can 
usually arrange for storage at the com- 
pany that does the printing, but not at 
your paper jobber’s warehouse. Wher- 
ever you decide to store it, you'll want 
an accurate perpetual inventory kept, 
together with the knowledge that your 
paper is insured. 





Say What You Mean 


(Continued from page 14) 
perfectly clear the president wanted to 
know about the design or quality of the 
cards. Some efforts have been made to 
avoid such experiences by insistence 
upon use of written, not spoken, words. 

How does that work out? A highly 
reputable firm specializing in selling by 
mail, uses an inter-office memo sheet 
with a printed warning at the top: “Get 
it straight. No oral messages. Put it in 
writing.” 

But errors did occur in that mail order 
company, and it was discovered they 
were due to misinterpretation of written 
instructions. Thus, not even “saying it 
in writing” was foolproof. 

In our electronic world where ma- 


chines supposedly straighten out 
much, why is there so much misunder- 
standing? The machines can add and 
subtract accurately, and they can do 
much more than that. They can almost 
think, but not quite. They can think 
only what they have been told. They 
cannot think with the aid of anything 
as marvelous as the human nervous 
system. They cannot create new ideas, 
anticipate the boss or decipher double- 
talk. Only human beings are able to 
distinguish sense from nonsense. 

When things go wrong, the first thing 
to do is to look at your communication 
lines. Avoid argument about who said 
what. What a person seems to be saying 
is not necessarily what he means and 
sometimes he, himself, doesn’t know it. 


So 





EVOLUTION OF JOB TITLES 


YESTERDAY 
Bookkeeper 
Head Clerk 
Garbage Man 
Telephone Girl 


TODAY 
Controller 
Office Manager 


Type-writer Stenographer 


Sanitary Engineer 
Switchboard Operator 


TOMORROW 
Tax Avoidance Researcher 
Coffee Break Coordinator 
Excess Materials Manager 
Audio Communications 
Supervisor 
Visual Transcriptionist 
—Denver NOMA Chapter’s Nomagram 
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Get extra mileage 
from your carriage 





with quality WEBSTER 
CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 
every time. 

Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. You'll get crisp, 
clean results whatever your typing requirements. 

And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper rolls, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 
cating fluid. 

At better office equipment dealers everywhere —- make it 
clear you want 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a ‘‘Time-Saver’’ courtesy carbon copy 


F.S. Webster Company « §& Amherst Street ¢ Cambridge, Mass. 
For More Information Circle No. 238 





HE OPPORTUNITY to hear and 
see some of the latest developments 
in the fast-growing field of machine 
data processing will be offered at the 
9th Annual Conference of the National 
Machine Accountants Assn. in San 
Francisco, June 22-24. There will be 
seminars covering the gamut of data 
processing from effective writing to the 
most advanced electronic processing in- 
stallations. A continuation of the con- 
ference will take place in Honolulu, 
Hawaii, June 27-28, with a program of 
Pan-Pacific seminars and tours. 
Registrants at the conference will be 
welcomed by San Francisco’s Mayor, 
George Christopher, with an address at 
the opening session on June 22 at 9:30 
a.m. The keynote address, “The Hu- 
man Factors in Business Electronics,” 
by John S. Woodbridge, controller, Pan 
American World Airways, will follow. 
Seminars will be divided into three 
main areas: applications, equipment, 
and management and general education. 
In addition, a number of industry for- 


Joseph L. Neumiller, NMAA conference 
manager, and Julia Lowe, compare an 
abacus with an electronic computer. 


ums and tours to plants using advanced 
ADP equipment will be available. The 
application seminars include Manufac- 
turing Control by James T. Walsh, Am- 
plex Data Products Co., June 23, 9- 
11:40 a.m. and 1:30-4:10 p.m.; Non- 
Banking Applications of Character 
Sensing Equipment by Paul Twohig, 
National Cash Register Co., and L. D. 
Goldsmith, General Electric Co., June 
24, 9-10: 10 and 10:30-11:40 a.m.; 
Engineering & Research Accounting 
by Jackson W. Granholm, Ramo- 
Wooldridge Div., Thompson Wool- 
dridge, Inc., June 22, 2-3:10 p.m. and 
June 23, 10:30-11:40 a.m.; The Space 
Age by Atherton A. Newland and 


Eugene K. Fisher, Lockheed Missile 
Systems Div., June 22, 2-3:10 p.m. and 
June 23, 3-4:10 p.m.; Automated Pay- 
roll by J. F. Lynch, Post Office Dept., 


June 22, 2-3:10 p.m. and June 23, 
3-4:10 p.m.; Warehouse and Inventory 
Control by Keith E. Olsen, Crown 
Zellerback Corp., and H. S. Middough, 
U.S. Naval Supply Center, June 22, 
2-3:10 p.m. and June 23, 1:30-2:40 
p.m.; Credit Card Accounting by Earl 
J. Isaac, Fair, Isaac & Co., and others, 
June 23, 1:30-2:40 p.m. and June 24, 
9-10:10 p.m.; Managing a Punched 
Card Installation by George W. Meyer, 
Wells Fargo Bank and others, June 23, 
9-11:40 am. and June 24, 9-11:40 
a.m.; Managing a Computer Center by 
Dr. C. E. Miller, Standard Oil Co. of 
Calif., and others, June 23, 9-11:40 
a.m. and June 24, 9-11:40 a.m.; An In- 
troduction to Automatic Programing 
for business by James A. Baker, Broad- 
view Research Corp., and others, June 








“THERMO-FAX” Copying Machines give you a perfectly dry copy fast. 
In just 4 seconds these all-electric machines copy directly from an original. 
The clean, dry copy can be on white, bond-weight paper or on any of 6 colors. 
This speed and simplicity saves you money with paperwork routines—such 
as billing, accounting, and addressing. To see all that dry copying can do, call 
your local dealer . . . or mail the coupon below. 


Minnesota Mining & Manufacturing Co. 
Lit * Dept. DBY-60, St. Paul 6, Minnesota 
COPYING PRODUCTS 


_ )Thermo-Fai ~~ — 


x > G 
*>> - <<< 


itenesora Mitaine AND 


Company_ 
Manvracturing company 


Address 

oe WHERE RESEARCH IS THE KEY TO TOMORROW 
THE TERM “THERMO-FAK" IS A REGISTERED TRADEMARK 
OF MINNESOTA MINING AND MANUFACTURING COMPANY 


City Zone___State__ 


For More Information Circle No. 239 
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.» Write 
best of all 


precision ee ans 


typewriters they're built 
ae best of all 


Standard 
Typewriter 
see sense 
Meet the Olympia Family of Precision 
Typewriters—preferred the world over for 
their quality, value and ease of operation. 
There’s one designed for every typing 
need — whether for office, home, school 
or travel use. Each features the finest in 
typing aids—from convenient half-spac- 
ing to exclusive spring-cushioned key- 
tops. Precision-built to the highest 
standards in Europe’s largest, most mod- 
ern typewriter factory. See—test—com- 
pare an Olympia before you decide on 


a, 


any other typewriter. You {| Fine your nearest |) 


Authorized Olympia 


will find Olympia a solid oe | Golene 


investment in efficiency. a 
OLYMPIA DIVISION, Inter-Continental Trading Corporation, 90 West Street, New York 6, New York 


For More Information Circle No. 315 
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23, 1:30-4:10 p.m. and June 24, 9-11:40 
a.m.; Feasibility Studies C. W. Lambert, 
Sperry Operations-General Mills, Inc., 
June 22, 2-3:10 p.m. and June 23, 9- 
10:10 a.m. 

In addition, nine seminars on equip- 
ment and seven on management and 
general education are slated. The for- 
mer include: The IBM 1401; Source 
Data Origination; RCA-501 Applica- 
tions; Processing Hard Copy at Com- 
puter Speeds; Business Applications of 
Small Computers; EDPM on the Solid 
State Computer; General Purpose Ap- 
plication of Larc System; What to Ex- 
pect from the Computer Manufacturer; 
and Honeywell Approach to Low Cost 
Data Processing. Management and gen- 
eral education seminars include: Writ- 
ing Effective Reports; Auditing the 
Data Processing System; The Relation- 
ship of Data Processing to Top Man- 
agement; Introduction to Advanced 
Management Techniques; Systems Plan- 


ning and Development for EDP; Super- 
vision and Human Relations; NMAA 


National Education Program. 

Forums will include public utilities, 
transportation, banking, state and local 
government, casualty insurance, life in- 
surance, brokerage accounting, publish- 
ing, retail stores, chains, petroleum, air 
frames, electronics, chemicals, and 
food. If sufficient requests are received 
additional forums will be set up. 

Tours, leaving from the Fairmont 
Hotel, will take registrants to see 
IBM’s 604 and RAMAC production at 
its San Jose plant; two 1103’s, a 709 
and a 7090 at Lockheed’s missile plant 
at Palo Alto; Moore Business Forms’ 
plant; Pacific Gas & Electric Co., two 
705’s, five 720A printers on utility bill- 
ing; Firemen Fund Insurance Co., 705 
model 2 on fire casualty applications; 
and other industrial computer applica- 
tions in the vicinity. 

For complete details of the confer- 
ence, including the Pan-Pacific Semi- 
nars in Honolulu, write to 1960 Con- 
ference NMAA, Box 3617, Rincon An- 
nex, San Francisco 19. 





Addressograph-Multigraph Corp. 
Automation Institute 

Avery Label Co. 

Burroughs Corp. (Electrodata Div.) 
Clarkson Press, Inc. 

Diebold, Inc. 

Egry Register Co. 

Friden Inc. 

Globe Ticket Co. 

International Business Machines Corp. 
Kee Lox Mfg. Co. 

Mac Panel Co. 

Monarch Metal Products, Inc. 
Monroe Caiculating Machine Co. 
Moore Business Forms Inc. 
National Cash Register Co. 
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NMAA CONFERENCE EXHIBITORS 


Panel Wires, Inc. 

Radio Corp. of America 

Recordak Corp. 

Record Files, Inc. 

Remington Rand Div., Sperry Rand 
Corp. 

Service Bureau Corp. 

Standard Register Co. 

Statistical Tabulating Corp. 

Tab Products Co. 

Tabulating Card Co. 

Teletype Corp. 

Uarco, Inc. 

Watson Mfg. Co. 

Weber Marking Systems 

Wilson Jones Co. 

Wright Line, Inc. 
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Stop 
poaching: 


“Our Pres. is one of those direct 
action, do-it-now guys. Whenever he 
wanted to send out dividend checks, 
dealer bulletins or copies of his own 
speeches, he just commandeered all 
the girls in the shop, and put them on 
his chain gang. The girls hated it — 
and our daily work schedules went 
haywire. 

“Then our office manager learned 
about Pitney-Bowes’ little folder and 
inserter — and the Big Boy gave up 
girl poaching. One girl now handles 
all the mailings. No crises, no sweat!” 

A compact, combined folding and 
inserting machine, the 3300-FH can 
fold and stuff 500 single enclosures 
into envelopes in eight minutes. 


Pitney-Bowes 
Folders & Inserters 


Made by the originator of the postage meter... 139 offices in the 
U. S. and Canada, with nationwide service coast to coast. 
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It will handle statements, invoices, 


booklets, price lists, coupons, even 
stapled sheets. 
The 3300-FH is a cinch to set and 


easy to use; folds and stuffs more 
accurately than hand operations; 
feeds and stacks automatically; helps 
avoid diversion of girls from their 
regular jobs and the interruption of 
office schedules; saves time, over- 
time, and hiring temporary workers. 


The 3100 Inserter is a 
larger, high capacity 
model, that will stuff up 
to six enclosures, at 
speeds as high as 6,000 
per hour. It can also be 
attached to a Pitney- 
Bowes postage meter 
mailing machine that 
meter stamps and 

seals envelopes 

after stuffing. 











Both the folding machine and the 
inserter can be used separately. 

Any Pitney-Bowes office will give 
you all the details on this wonderful 
new work-saver. Or send coupon for 
free illustrated literature and case 
histories. 


FREE: Handy desk or wall chart of postal 
rates, including recently increased parcel 
post rates. 


" ‘cama ata semaa aetna 


PITNEY-BowFEs, INC. 
3469 Crosby St., Stamford, Conn. 


Send free ( illustrated booklet and 
“case studies” on PB Folding and In- 
serting Machines; 2 Postal Rate Chart. 


Name 





Address 
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Effective Methods 
of Communication 


The tenth in a series of articles by Harry L. Wylie, 
Assistant Secretary-Treasurer, Pure Oil Co., Chicago, 
covering the basic office functions and showing how 
office methods can be improved—especially in medium 
size and smaller companies. 


SURVEY made several years ago 

looked into the causes of em- 
ployee dissatisfaction with supervision. 
High on the list of criticisms were the 
statements, “Supervisors are not avail- 
able for conference with employees”, or 
“My supervisor is too busy to see me.” 
Personal contact is part of the broad 
subject of communication, and like 
many topics involving management 


techniques, requires clarification. 
Communication by personal contact 

can apply to all levels of management; 

however, here the inability of emplovees 


to confer with management refers to 
first line management: departmental 
supervision. Unless the distinction is 
made between (1) supervision at the 
clerical level, and (2) management at 
the top level, inconsistency and mis- 
interpretation can result. Most organ- 
ization experts agree that the line super- 
visor is contact supervision whose re- 
sponsibilities include (1) production 
planning and control (about 40%), (2) 
personal contact in policy interpretation, 
employee evaluation, disciplinary c- 
tion, handling personal problems of the 
employees, and personalizing company 
objectives (about 40%), and (3) miscel- 
laneous duties of departmental opera- 
tion, special assignments and clerical 
activities (about 20%). The supervisor 
represents the company and establishes 


108 


the attitudes and atmosphere under 
which employees work. Human rela- 
tions problems are greatest at this level. 

Communications iuclude all forms of 
interchange of thoughts, opinions and 
messages, by written as well as spoken 
words. With this broad concept in mind, 
here are some avenues of communica- 
tion: 

1. Correspondence. If one were to 
name only one industry excess, it would 
be the unrestrained use of the written 
word. Many companies have improved 
their communications by developing 
correspondence manuals. In the author’s 
opinion, a good example is one pub- 
lished by the Glens Falls Insurance 
Group, Glens Falls, N. Y. Other insur- 
ance companies have excellent corres- 
pondence manuals (such as the Kemper 
Group in Chicago). 

Write briefly for best appearance. 
Written communication must be pre- 
cise if it is to serve its purpose or cor- 
respondence becomes expensive, and 
time consuming. 

2. Office memoranda. This may have 
two different purposes: (1) for trans- 
mitting and routing papers, reports, 
torms or other items; (2) or for short, 
informal internal messages. Each use 
has a u‘fferent form to serve its pur- 
pose best. The office memo which is 
used principally for routing, for short 
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All medium-quantity reproduction work 
at the Anaconda Company gets piped to an Ozamatic 


Like many other progressive American corporations, THE ANACONDA COMPANY’s 
New York headquarters office uses an OZALID Direct Copy System to obtain 
specific benefits in terms of costs and efficiency. An ozAtio Direct Copy System 
means copies in seconds at less than one cent each. OZALID’s user advantages cover 
every possible phase of reproduction from routine letters to engineering applica- 
tions. Why not do as ANACONDA has done...check an Ozamatic direct copy machine. 
Just call your loca/ OZALIO representative today for details. OZALID, ® 
Johnson City, N. Y. A Division of General Aniline & Film Corp. OZALID 


For More Information Circle No. 260 
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SAVE UP TO 66% TIME 


Muskegon 15, Michigan 


Representatives Everywhere 
Consult Yellow Pages 


Now, small- and medium-size offices 
can effect the economies of mechanized 
accounting without buying machines or 
employing specialized operators. 

Shaw-Walker simplified plans save 
up to 66% of time, eliminate trans- 
cription errors, and keep all records up- 
to-date and in balance, because: — 


ONE writing posts all records 
ONE simple proof proves all records 


Best News: — Our simplified plans cost 
little more than you now pay for forms. 


To Learn How you will save up to 66% 
(it only takes 10 minutes), call your 
Shaw-Walkerman or write Shaw- 
Walker, Muskegon 15, Michigan. 


LARGEST EXCLUSIVE MAKERS OF OFFICE EQUIPMENT AND SYSTEMS 





messages (or instructions) which might 
accompany a transmittal, or for record- 
ing calls, is illustrated in Fig. 1. The 
memo form which is used for short 
interoffice messages should provide for 
the message and reply, as illustrated in 
Fig. 2 which is a snap-out form, using 
one-time carbon, and consisting of three 
parts. The original and first copy are 
sent to the person to whom the message 
is addressed. The first snap separates 1 
and 2 (which remain attached) from 3 
which is put in an open file pending 
reply. When the reply is written 1 and 
2 are separated; 1 is returned and 2 is 
retained. Upon receipt of 1 with the 
message and reply, 3 is destroyed and 
1 is retained as long as essential. This 
form provides all persons concerned 
with file copies and does away with 
making copies or retaining small memo 


papers in the file. Guy Fergason, presi- 
dent of an insurance personnel and con- 
sulting company in Chicago, has used 
such a form for several years with good 
results and with considerable savings in 
correspondence costs. 

3. Bulletin boards. These are usually 
thought of as being used in plants; how- 
ever, they are equally effective for com- 
munication in the office. Their use nor- 
mally is for general information, insti- 
tutional messages and, in some cases, 
personal data, lost and found, and mis- 
cellaneous items. Specific operational 
information is best covered by letter, 
as are policy matters. 

A midwestern oil company has used 
bulletin boards for several years with 
good effect. Each week a timely institu- 
tional or industry message (properly 
illustrated) is posted. The boards are 


OFFICE MEMORANDUM 


Mr. Location 


Please Call 

Please Handle 
Please See Me 
Please Note & Return 
Please Approve 
Please Advise 

For Your Attention 


For Your File 


For Office Circulation 


Fig. 1. Form for routing papers and brief messages or instructions. 
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Yellow (3) 


OFFICE MEMORANDUM 





| Gee 


OFFICE MEMORANDUM 





White (1).. 


To Mr. 


OFFICE MEMORANDUM 


Location 





Message: 







































































(Signed) 














Fig. 2. A snap-out form with one-time carbon for office messages and replies. 


carefully located at various points in 
the office so as to get good coverage. 
Other companies, as a means of general 
communication, use the reading rack 
where pamphlets, booklets, and other 
literature are placed for office and plant 
use. In the author’s opinion, bulletin 
boards are not the media for disciplin- 
ary matters, policy declarations and im- 
portant announcements of organization 
changes. 

4. Periodic bulletins. This is an effec- 
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tive means of keeping the employees 
informed. One company which adopted 
the management newsletter idea ran 
into another problem, not originally 
contemplated. The company distributed 
the letter through department man- 
agers. It had been assumed that each 
department manager would distribute 
the letters immediately. After some time 
and some criticism by employees, an 
investigation by management discovered 
that several department managers kept 
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BOSTITCH B12 STANDARD STAPLER. Pleasing modern design in gray 


and chrome makes the B12 the stapler for executive desks. And it’s all busi- 


ness when it comes to fastening. You can set it for temporary or permanent 


fastening in just an instant. 


FOR GENERAL OFFICE FASTENING. Bostitch B8R. Actually four machines 


in one—stapler, tacker, plier and staple remover. 





For almost every office fastening job. In gleam- 
ing black and chrome or three-tone gray. 


See these and other Bostitch staplers for every 
office fastening task at your stationer’s. 


Fasten it better and taster with 34 0 Ss : { ’ C 4 


STAPLERS ANDO ie a de oe 











30u Briggs Drive, East Greenwich, Rhode Island 


For More Information Circle No. 240 
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the letters on their desks and delayed 
distributing them for several days. In 
other cases, department managers who 
were out of town made no provision 
for distribution of the newsletter, so 
the letters were held for the manager's 
return. Regardless of the cause, any- 
thing that delays distribution of infor- 
mation and prevents simultaneous noti- 
fication of all employees, destroys the 
value of this method of communication. 

5. Copies of letters vs. circulation of 
copies to interested persons. Distribu- 
tion of multiple copies of letters, forms, 
reports, documents and written mate- 
rials compounds their handling and 
storage cost. Withholding data under a 
false standard of economy (reducing 
number of available copies below or- 
ganization needs) creates work by re- 
quiring manual copying of notes and 
posting data from circulated copies. 
Between these two extremes, which are 
extremes of attitude, lies an area in 
which the nature of the communication 
determines the means of circulation. 

A good rule to follow is: (1) if action 
in any form is required as the result of 
the information contained in a written 
item, the person on whom the respon- 
sibility for action rests should receive 
a copy; (2) if the communication con- 
tains information of interest to others, 
circulating a copy among those who are 
to be informed is sufficient; (3) if it 
requires written approval by an execu- 
tive, the original communication should 
go to the executive before copies are re- 
leased and/or circulated. The latter 
step might appear unnecessary on the 
assumption that any prudent person 
would obtain approval before releasing 
data of any type. Often in their eager- 
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ness to expedite action, subordinate 
management assumes higher manage- 
ment approval only to learn of circum- 
stances which cause recall of the data or 
the cancellation of action which requires 
time, causes embarrassment and confu- 
sion. Communications, depending on 
human actions, are never perfect. In one 
case, a buyer ordered advertising pieces 
according to practice, only to learn that 
the style of a particular product was 
under study for a change. The change 
was kept under wraps until all con- 
cerned could be notified. Management 
assumed that nothing would be done 
without their knowledge. The buyer 
assumed that, in the absence of instruc- 
tions, he could follow his customary 
practice of reordering advertising litera- 
ture. It cost this company exactly 
$10,000 to pay for the work performed 
by the supplier. Experience often comes 
high. 

6. Company magazines. Employee 
publications are usually used for per- 
sonal data, vital statistics and company 
activities of a general nature. Some 
companies have broadened the scope of 
their house organs to include training 
materials and articles. Company maga- 
zines are not the type of vehicle by 
which policy is disseminated. 

Communications, to be effective, must 
be a two-way path and should include 
all forms of written communications 
and personal contacts, each being se- 
lected on the basis of need, type of 
communication, and the group to be 
covered. No one vehicle will serve all 
purposes. Consistency of use is as im- 
portant as selectivity of use. 

(Next month Mr. Wylie will discuss 
the Effective Use of Ideas.) 
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for any size or type of office 





ek a aemtich . m- 
Library Shelving 


You will appreciate the 
trim styling, functional 
efficiency and sturdy con- 
struction of Borroughs 
closed-type Library Shelv- 
ing. Three heights—42”, 
84”, 90”. Width 36”. 
Single or double face. 
914,”-deep shelves are ad- 
justable on %” centers 
without nuts or bolts. 
Send for more details. 


Send for literature 


Sliding Book Stop, which can easily be moved 
to any desired position, is an optional feature. 


BORROUGHS sanuracturinc company 
OF KALAMAZOO 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3010 NORTH BURDICK ST. all @ KALAMAZOO, MICHIGAN 
4 , 
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‘This 
WY evel ab hate 
Started 
RReawe) lela reye 


It’s called a Friden Programatic Flexowriter. 
Here it is being used to write sales orders. 
After inserting a pre-punched card in the 
reader, the operator touches a key. The ma- 
chine writes in the entire heading at a speed 
of 100 words per minute, pausing only to let 
the operator insert the date. 


Next, the operator inserts a card for the first 
line item. She enters the quantity, touches 
the key again, and the machine does the rest. 


As it writes, the machine punches selected 
information into a paper tape. Later, this tape 
can be: (1) Run back through the Flexo- 
writer to produce a typewritten summary of 
orders, (2) Fed into a Friden CTS Com- 
putyper to prepare invoices automatically, 


(3) Fed into a card punch to prepare tab 
cards. (Or, the Flexowriter can control tab 
card punching directly.) 


This revolutionary new system of document 
writing is working beautifully in hundreds 
of offices. Your Friden Systems Man can give 
you the full story. Or write: Friden, Inc., 
San Leandro, California. 


THIS IS PRACTIMATION: automation so 
hand-in-hand with ens a can 4 
no other word for it. 


© [riden 


SALES, SERVICE AND INSTRUCTION THROUGHOUT THE U.S. AND THE WORLD 


For More Information Circle No. 276 
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What Happens to Employees 


When Offices install 
Electronic Computers? 


O FIND OUT the problems in- 

volved and how they are solved, 
the Bureau of Labor Statistics of the 
U.S. Dept. of Labor made a study of 
20 offices that had installed large-scale 
electronic computers. An article in the 
Monthly Labor Review* summarized 
the findings of this study. The com- 
puters provided greater clerical output 


*“Experiences With the Introduction of Office 
Automation” by Edgar Weinberg, Monthly Labor 
Review, April, 1960, p. 376. A detailed analysis 
will appear in “Adjustments to the Introduction 
of Electronic Data Processing,” forthcoming Bu- 
reau of Labor Statistics Bulletin 1276. 


of routine work with the same or fewer 
employees; economies in time, space 
and equipment, and greater accuracy. 
In some offices, the increased flow of 
information on inventory and other op- 
erating conditions, which was previ- 
ously uneconomical to acquire, enlarged 
the clerical workload but, by extending 
management control, pointed to the 
possibility of savings in nonclerical ac- 
tivities. 

The full impact was not felt at the 
time the new equipment began to oper- 
ate because the new applications were 





All ages 


Num- 
ber 


| 2,164 


All employees 
No change in position 53. 1, 059 
Position changed 883 ; 724 
Reassigned within same | 

460 
264 
46 
218 


381 


To computer unit---_| 

To other units_______| 

Quits, layoffs, and other sep- | 
arations. -- 





@Sonwanin ooomw-! 


Layoffs 





Under 45 
years 





45 years 
and over 


Num-| Per- 
ber cent 


Table 1. Job status of 
affected employees a 
year after introduc- 
tior: of electronic data 
processing, by age 
groups. 











1 Data relate to employees in affected units of 18 offices, 6 months prior to 


introduction. 


2 Total excludes 7 employees for whom data were insufficient. 


3 Less than 0.05 percent. 


Norte: Because of rounding, sums of individual items may not equal 


totals, 
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made step by step with advance plan- 
ning over an average of three years. 
This included informing and consulting 
with employees about the changes and 
establishing procedures for reassigning 
those whose positions were eliminated. 
Most of the offices assured employees 
that no one would lose his job on ac- 
count of the computer. Hiring was cur- 
tailed so that normally occurring 
vacancies could be filled by displaced 
employees. 

Studied were the home offices of 
some of our largest corporations with 
from 700 to 14,000 employees: public 
utilities, airlines, chemicals, electrical 
machinery, aircraft, petroleum, steel, 
railroads, and seven insurance com- 
panies. Seven of the companies had 
collective bargaining contracts for office 
workers. 

Within a year following introduction 
of the computer, about a third of the 
2800 employees in units where work 
was placed on computers had been 
transferred to other positions either in 
their same units or elsewhere in the of- 
fice. (See Table 1.) Most remained in 
the same position. About one-sixth quit, 
retired, died or took leaves of absence. 
Nine were laid off. Employment in the 
affected group was about 25% less at 
the end of the year. 

A little over 80% of affected em- 
ployees had been in routine jobs (See 
Table 2) and the rest were in adminis- 
trative, supervisory and accounting 
work. A little over 4% were engaged 
in correspondence, stenographic and 


Table 2. Percentage distribution of affected 
employees by occupation, a year after 
computer installation. 


Sepa- 
rated 














data proc- 


Electronic 





10 








2.9 





85.3 











1.2 


Occupational classification 





2.9 
34.1 





NOTE: Because of rounding, sums of individual items may not equal 100. 











100.0 
100.0 
100.0 
100.0 
100.0 
100.0 


All 
groups 





9 
7 
1 
2 
2.3 
3.1 


cent 
25. 
17 
1 


Per- 





719 
492 
23 
34 
447 
618 
85 


Employment 
6 months prior 
to computer 
installation 


ber 





Num- 





and maintaining 


SESE eS RE RTS, 
5. Computing and statistical.............- 


Occupational classification 
Keyboard or keypunch machine oper- 


le ee, SE ARE RS AE 


9. Tabulating and related machine oper- 
3 Insufficient data to warrant presentation of percentage distribution. 


1 Excludes 43 employees for whom data were insufficient 


RIGS SE Ml SRE ERATE toe 


10. Sorting, routing, classifying, and filing- 








3. Accounting and professional..........-- 
6. Correspondence work._........-.---.-- 
7. Stenographic and secretarial_..........- 


RT 
4. Posting, checking, 


8. 


THE Orrice—June, 1960 119 








Percentage distribution of employees in elec- 
tronic data-processing positions after com- 
puter installation study 

Occupational classification 
prior to employment in 
electronic data processing 





Adminis-| Planning | Console]Auxiliary , 
trative and opera- | equip- 

and super-| program-j} tion ment 
visory ming operation 


Totals 





Table 3. Occupa- 
tional classification 
of employees in 
the new electronic 
data processing 
positions compared 
to their previous 
occupational clas- 


All groups: Number 69 637 132 
Percent 7.5 69.6 14.4 


All groups 100.0 100.0 





Accounting and professional. 
Administrative and super- 


43 5 ' 2.3 
11.9 , 5.3 
50.0 


machine operation 1 4.4 


Posting, checking, main- 
taining records, and filing. 

Computing and statistical__ 

Correspondence and secre- 


Nonclerical 
New hires 











sification. 


18.2 
6. 











Nore: Because of rounding, sums of individual items may not equal totals, 


secretarial jobs. Most of those still em- 
ployed a year after the installa‘iun con- 
tinued to do the same kind of w k, 
with about 16% doing a different .ype 
of routine work. Less than 2% got ele- 
tronic data processing jobs, mostly ad- 
ministrative, accounting or tabulating 
machine work. Close to one-third were 
promoted; a negligible number were 
downgraded. 

Groups whose work went on com- 
puters represented an average of only 
5% of total office employment. Over 
the four years, total employment in i7 
offices increased an average of 7%, 
while clerical workers in the nation in- 
creased 15%. More than 80% of all 
in the new positions came from within 
the offices. (See Table 3.) Those hired 
from outside were primarily trainees 
who received four to five weeks formal 
classroom instruction for programers, 
and on-the-job training for equipment 
operators. About 10% of these were 
women compared to 50% in the origi- 
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nal affected departments. The typical 
person selected for programing was 
male between 25 and 34, with some 
college education, who had been in ac- 
coLuting, procedure analysis or related 
work. 

Rezssigning employees and staffing 
‘he new positions sometimes involved 
coreplex personnel problems. Finding 
“iabie positions for long-term em- 
piovees, especia'ly supervisors, without 
dispirbing promoticr opportunities of 

her employees, presented difficulties. 
Inere was some uncertainty about sal- 
ary rates fer the new jobs, and the 
validity of tests for selecting applicants. 

While older employees were not as 
much affected by the change in job 
status because of general policies assur- 
ing job security and seniority rules, they 
were not promoted to newly created 
positions to the extent that younger 
workers were, except in a few cases 
where their sense of responsibility, ma- 
turity and experience were required. 
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Two New RCA Computers: 


Larger 601 and Smaller 301 


ITH THE INTRODUCTION of 
Wi ine transistorized RCA 601 and 
301 electronic data processing systems, 
the Electronic Data Processing Div. of 
Radio Corp. of America, Camden 2, 
N. J., now offers a complete range of 
basic and peripheral computer equip- 
ment for large and small businesses. 
The RCA 601, in a second’s time, can 
make up to 666,667 decisions or add 
183,000 11-digit numbers. It can mul- 
tiply 11-digit figures in ten-millionths of 
a second. The 601 can recall a fact or 
figure from its memory equipment in 
1.5-millionths of a second with tape 
speeds up to 120,000 numbers, letters or 
symbols per second. With a multiple 
printer hook-up, the equipment can 
print a full-length novel in one minute 
(7200 lines of 120 characters each). 
The modular design of the 601 pro- 
tects against computer obsolescence. A 
great variety and volume of work can 
be produced by plugging in additional 
equipment. The system can be built up 
to handle 20 programs at one time. 
Computer modules, approximately 11” 
wide, 24” high and 24” deep, are 
housed four to a cabinet with power 
supply. Its programing is compatible 
with any other data processing equip- 
ment. For example, it can take instruc- 
tions from any kind of unit and feed 
the data directly to the 601. 
The 601 tape station’s cabinet holds 
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all components for reading, writing and 
erasing magnetic tape at 150” per sec- 
ond. Each reel contains 2400 ft. with a 
recording density of 800 characters per 


. inch. Recording is simultaneous on ten 


channels, six for information and four 
for accuracy control. 

The on-line printer is electrically con- 
nected to the computer and prints out 
data at 72,000 characters a minute. 
Printing format is controlled by the 
computer, directly or through a punched 
tape loop in the printing unit. 

The fully transistorized card reader- 
punch reads 600 cards a minute and 


Models of three transistorized electronic 
data processing systems (RCA 301, 501 
and 601) are examined by John L. Burns 
(right), president, Radio Corp. of Amer- 
ica, and I. to r., John E. Johnson, market- 
ing vice president, Electronic Data Proc- 
essing Div., Donald H. Kunsman and 
T. A. Smith, 





New from Royal Precision... RPC-9000 


THE LOWEST-PRICED COMPLETE 
DATA PROCESSING SYSTEM 
ON THE MARKET TODAY! 


Economical design: The new, completely-transistorized RPC-9000 is 
designed for serial mode of operation. This feature utilizing magneto- 
strictive delay lines for high-speed memory permits great reduction in 
original equipment costs. Tape transports using continuously revolv- 
ing loops of magnetic tape rather than “start-and-stop” techniques 
further cut initial investment. 


Efficient operation: The RPC-9000 processes data “in line.” Data are 
accepted in random order, and all affected records are automatically 
updated in a single uninterrupted sequence of operations. No batch- 
ing or sorting is necessary. Data are recognized by content, not loca- 


if). 


a SP 


eect cn 














MARKETED BY ROYAL McCBEE, 


Lf you have sales ability and are interested in electronic data processing, contact your nearest Royal McBe 
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tion. This eliminates the need for location codes, and allows efficient 
utilization of storage capacity. Eight separate records are searched 
simultaneously. Completely buffered input-output permits simultane- 
ous operation of all system components. 


Tailored to your needs: With the RPC-9000 you buy the exact 
amount of data processing you require. Start with the basic system— 
computer, tape-typewriter, magnetic tape storage unit. Then, as your 
volume grows, you can add high-speed paper-tape punches and read- 
ers; punched card readers; line printers; additional tape typewriters; 
more magnetic tape cartridges; more internal memory. You can op- 
erate up to 30 of these devices at the same time. 


Economical in use: The RPC-9000 is designed for ease of operation 
and maintenance. It uses power from any ordinary wall outlet, re- 
quires no air conditioning or site preparation. This low-cost system 
will perform the full range of your data processing needs. See your 
nearby Royal McBee Data Processing Systems Sales Representative 
without delay, or write to the address below for comprehensive bro- 


chure. 
Royal Precision Corporation 


Royal Precision—producers of the LGP-30, the RPC-4000 and the 
RPC-9000—is jointly owned by the Royal McBee and General Pre- 
cision Equipment Corporations. Sales and service are available 
coast-to-coast, in Canada and abroad through Royal McBee Data 
Processing Offices. 








DATA PROCESSING DIVISION, PORT CHESTER, N. Y. 
Data Processing Office, or write Sales Administration Director, Royal McBee Corp., Port Chester, N.Y. 


For More Information Circle No. 305 
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Teletype machines help cut costly paperwork 


A Teletype machine equipped with a simple sprocket-feed mechanism can 
handle multi-carbon forms as readily as the more familiar plain paper on 
which messages are transmitted. Thus distances can be bridged not only with 
information, but with information that is preprocessed, ready to go to work. 


Example: A sales order is transmitted from branch office to home office and 
reproduced accurately and precisely on a form in the Teletype machine—with 
carbons for production, accounting, shipping, etc. No further order-writing 
effort needed, no recopying errors. 


Teletype printers handle a wide variety of multi-copy forms. Moreover, the 
usefulness of this techinque can be further extended with Teletype tape punch- 
ing and reading equipment—which can capture, store and utilize repetitive 
data to further mechanize paperwork procedures. 

Teletype Corporation manufactures this equipment for the Bell System and 
others who require the finest in data communications " 
mt TELETYPE 

For more information about Teletype Model 28 CORPORATION 
equipment, please write to Teletype Corporation, ccunseren hemmetaaeeraaamaten 
Dept. 34F, 4100 Fullerton Ave., Chicago 39, Illinois. 


For More Information Circle No. 280 
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punches 100 cards a minute. Input 
cards are read twice for accuracy and 
cards are also read after punching to 
check accuracy. Rental fees for the 
601 will begin above $20,000 a month. 

The compact RCA 301 system is de- 
signed to provide full-scale data proc- 
essing for small firms. It uses magnetic 
discs (similar to 45 rpm records) for its 
memory, but also can use magnetic tape 
on reels. The processor incorporates 
two sizes of core memory (either 10,- 
000 or 20,000 individually addressable 
alphanumeric characters), program con- 
trol and simplified control panel. Other 
modules are readily added: card punch 
control, paper tape control, reader con- 
trol, printer control and simultaneity 
control which permits computer to per- 
form other functions while making a 
memory search. 

The 301’s memory unit holds 128 
discs with magnetic recordings on two 
sides for a capacity of 4% million 
characters. Up to five such disc files may 
be incorporated into a system and discs 
can be rapidly interchanged or erased. 
Up to 12 magnetic tape memory units 
can be included in a 301 system, each 
capable of storing four million charac- 
ters. Tape can be read forward or back- 
ward at equal speed. 

The 301’s printer turns out data at 
72,000 characters a minute with varia- 
tions in format and editing under control 
of the stored program. Other units are 
available for input media. The 301 can 
serve as a complete data processing 
system or as an auxiliary to the larger 
RCA 501 or 601 systems. In the latter 
capacity, it can be used as a tape-to- 
card converter, off-line high speed 
printer, or paper tape to magnetic tape 
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Magnetic memory discs for the RCA 301 
system are similar to 45 rpm _ records. 
System also can use magnetic tape on 
reels. T. A. Smith (left) is RCA Indus- 
trial Electronic Products’ executive vice 
president. Donald H. Kunsman (right) is 
vice president and general manager of the 
Electronic Data Processing Div. 


converter. Rental of the RCA 301 sys- 
tem will range up to $9000 a month. 

Orders already have been received 
for 35 301 systems, and lease arrange- 
ments have been concluded with South- 
ern Bell Telephone Co. and New Jersey 
Bell Telephone Co. for 601 systems, 
according to John L. Burns, RCA presi- 
dent. The two new systems also will be 
integrated into the network of RCA 
Electronic Systems Centers being estab- 
lished in major cities and now using the 
RCA 501. Centers are operating in 
New York and Cherry Hill, N. J., near 
Philadelphia. A third is being installed 
in Washington, D. C., and others are 
planned later this year in midwest and 
west coast locations. For more informa- 
tion on the RCA 301 and 601, Circle 
No. 101. 
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tion retrieval equipment has been 


N ADVANCED line of informa- 


ge of exist- 


é 


this data retrieval 


Inc., Gaithersburg, Md. Based on an 
inverted punched-card method, Jonker 
Termatrex systems will handle small 
and medium-size information collections 
ranging from 10,000 to 200,000 items 
at a cost of $200 to $2000. Equip- 
ment is also being developed to search 
millions of items in a matter of minutes. 
The systems will be of interest to firms 
ports, design data, test data, research 
data as well as permanent inventories, 
drawings, photographs, etc. Other ap- 
plications are control of correspondence 
files, personnel records and available 
manpower, etc. The Jonker firm is now 
working on equipment to tie the Ter- 
matrex line into computer systems to 
ing computers while allowing small re- 
trieval systems the benefits of computer 
The Termatrex 10 Trackmodel and some 


developed by Jonker Business Machines, 
that require control of articles or re- 


enormously extend the ran 


of the cards used 
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olivetti. 


The high-speed, easy-to-operate Olivetti 
Divisumma 24, the calculator with a mem- 
ory, provides printed proof of all operations. 
By automatically retaining intermediate 
results (including quotients), it eliminates 
manual re-entries and reduces errors. There’s 
an Olivetti branch or dealer near you. 
Olivetti Corporation of America, 375 Park 
Avenue, New York 22, New York. 


For More Information Circle No. 259 





service organizations. On the other 
hand, an office Termatrex system, said 
to cost less and be simpler to operate 
than the average copying machine, will 
allow any secretary or typist to apply 
the same techniques to office corre- 
spondence and records. 

To achieve low cost, speed and sim- 
ple operation, Jonker had to go back 
to the simplest data processing medium, 
oe S- at ee 5. 


matrex machine. For example, if a per- 
sonnel file search is made for all single 
male employees with training in elec- 
tronics and who speak Japanese, the 
term-cards “male,” “single,” “elec- 
tronic” and “Japanese” are super- 
imposed in a Termatrex machine. Co- 
inciding holes in these term cards, vis- 
ible as light dots, designate employees 
answering the description. Their serial 





a piece of paper | 
and invert it. Two | 
basic principles of 
punched card 
data handling are | 
the conventional 
and inverted 
methods. The for- 
mer calls for each 
card to be dedi- 
cated to an item 
(such as a person) 
and all terms de- 
scribing the item 
(or person) are 
punched on the 
item card. 

With the in- | 
verted method 
each card is dedi- 
cated to a word | 
in a vocabulary of | 
keywords, and the 
serial number of 
items are punched 
on the keyword | 
cards. A number | 
of keyword cards | 
which together | 
describe the ques- | 
tion, are superim- 
posed in a Ter- | 


b 


Easier 

to wire 
to check 
to change 


bac’. 


| W Self-Contacting 
| E Control Panels with 
Unmatched Legibility! 


Specially developed screening process, inks 
and paints give you unmatched clarity and 
larger characters, highest scratch resistance, 
long, trouble-free service. 
tages: Aluminum frame and contoured handle 
lightness .. . 
pressure release. . 

. unconditional guarantee. 


Plus these advan- 


plastic-light covers with thumb- 
. 24-hour shipping service 


WRITE FOR COMPLETE DETAILS AND PRICES 


VIRGINIA PANEL 


Corporation 


Post Office Box 1106 
WAYNESBORO, VIRGINIA 


For More Information Circle No. 372 
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numbers correspond to the coordinates 
of the positions of the light dots and 
can be read out at approximately 3-4 
seconds per employee. 

In this manner, collections of tens 
of thousands of items can be searched 
by means of extremely simple and in- 
expensive equipment, which anybody 
can operate. For More Information 
Circle No. 105. 


Termatrex data cards are shown at right. 





Automatic Signature Verifier 


SIGNATURE VERIFICATION 
device that scrambles a signature 

by photo-optic means has been intro- 
duced by LeFebure Corp., Cedar 


Rapids, Iowa, a wholly owned subsidi- 


ary of Craig Systems, Inc. Kenneth 
Watts, LeFebure’s president, reports that 
the Autho-Visor is applicable in practi- 
cally all situations where speedy signa- 
ture verification is essential. 

The Autho-Visor was primarily de- 
signed for bank operations. Two banks 
—the Howard Savings Institution, New- 
ark, N. J., and Union Dime Savings 
Bank, New York—recently placed 
orders for this equipment. Installations 
will be completed this year, and Autho- 
Visors, in these instances, will be used 
in conjunction with electronic com- 
puters. However, the LeFebure system 
can be applied to any type operation. 

As used in savings bank operations, 
the equipment provides for the encoding 
of the customer’s signature into his pass- 


130 


book so that it is invisible and incapable 
of being deciphered by the naked eye. 
The signature can be decoded and read, 
however, by placing the passbook in a 
reader located at the teller stations in 
the bank. The teller then compares the 
protected signature with the one ap- 
pearing on the withdrawal slip. 

In addition to protecting against 
forgery, the Autho-Visor saves time at 
the teller window as it is no longer 
necessary to refer to or maintain signa- 
ture files. Furthermore, a customer can 
transact business at any of the bank’s 
branches and at any teller window 
rather than at just those windows with 
his alphabetical designation. 

Numerous other applications for this 
process are apparent. Signatures can be 
encoded into identification cards for use 
in connection with national security or 
identification of check cashers, such as 
at supermarkets. Inquiries have been 
received from retail store, gasoline and 
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UIOP4 


This is how easily you 
clean typewriter keys 
with new "SCOTCH" BRAND 
Typewriter Cleaner: 


Just roll this clean dry 
sheet, pink side up, into your 
typewriter. Set machine 

for stencil, strike each key 
until it's clean. No messy 
liquids to stain or spatter; 
no putty under fingernails. 
Job's done in a jiffy-- 

gives letters that crisp 
"professional" look. 


Costs less than 5¢ per 
cleaning, cuts expensive 
maintenance calls. Cleans type 
on other office machines, 

too. Try "SCOTCH" BRAND 
Typewriter Cleaner now -- 

your office supplier has it! 
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For More Information Circle No. 334 
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22,000,000 
IMPRESSIONS 

ON DAVIDSON 
DUAL-LITHS... AND 
THEY'RE STILL 
GOING STRONG 


As educational publishers, scorrt, 
FORESMAN & COMPANY, of Chicago, creates 
and distributes about twenty different titles 
each year which range from kindergarten 
readers to college textbooks. 

To supply high quality support litera- 
ture and to help out with routine printing, 
SCOTT, FORESMAN operates an internal 
duplicating department equipped with 
Davidson Dual-Liths Model 241 and Model 
233. The company has found the Dual- 
Liths not only insure superlative printing 
quality and versatility, but often halve the 
job time compared with the other machines 
considered. The Dual-Lith 241 can handle 
up to 6,000 sheets an hour and the Dual- 
Lith 233 up to 5,400 an hour. If required, 
jobs can often be run 2-up with both sides 
printed simultaneously, with enormous 
savings in job time and costs. Set-up time 
is short, the 241 taking only 4 to 5 minutes 


from finished plate to production run. The 
233 takes slightly longer. 

Since SCOTT, FORESMAN installed the 
Dual-Liths in 1946, it has produced over 
22,000,600 impressions with only a few 
minor stoppages...a remarkable record. 

Outstanding dependability is only one 
feature of Davidson Dual-Liths. They can 
substantially reduce your printing costs 
and provide superb “professional-quality” 
work. For the complete story on how Dual- 
Liths help scorr, FORESMAN, call your 
Davidson Distributor (he’s listed in the 
Yellow Pages)—or write to Davidson Cor- 
poration, 29 Ryerson Street, Brooklyn 5, 
New York. 

FREE! These booklets show you how to 
take the work out of paperwork! 


DAVIDSON CORPORATION 


Subsidiary of Mergenthaler Linotype Company 


29 Ryerson Street, Brooklyn 5, New York. 


For More Information Circle No. 303 
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Scrambling and decoding equipment is used in the Autho-Visor system for verification 
of signatures or other confidential information and identification purposes. 


other charge account plans interested 
in establishing positive identification at 
point of purchase. In national credit 
card plans, credit sales may be made at 
any one of thousands of business estab- 
lishments by people who are complete 
strangers to the establishment. In addi- 
tion to signature verification, this sys- 
tem also can be used for general trans- 
mission of mass confidential data. 

The original concept for this process 
was conceived by Teleregister Corp. It 
was then developed, tested and trans- 
formed into workable equipment 
through the combined engineering and 
operational talents of Craig and Le- 
Febure. LeFebure has exclusive world- 
wide license for manufacture and sale 
of the equipment. 

Basically, the system consists of 
scrambling signature or message by 
photo-optic means. The coded informa- 
tion can be unscrambled and read with 
a decoding screen in the reader. In bank 
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operations, each bank will have its own 
registered coding pattern, and no bank 
will be able to read another bank’s 
intelligence. For More Information 
Circle No. 103. 


Paper Tape Winders 


Paper tape winders and re-winders are 
now available with adapters for computer 
in-put and output reels. Shown above is 
Adapter No. 8060 for RCA 501 and Bur- 
roughs 220 computers. Adapter No. 8057 
is also available for Burroughs 205. Adapt- 
ers are made by Dresser Products, Inc., 
Box 2035, Providence 5, R. I. For More 
Information Circle No. 106. 





The Univac III Data System 


HE UNIVAC III computer system, 

latest addition to their line of large- 
scale electronic computers, was an- 
nounced last month by the Remington 
Rand Div. of Sperry Rand Corp. This 
solid state computer has a processing 
speed nine times faster than Univac II, 
with a 25% gain in operating efficiency. 
Univac III will rent for $15,000 to 
$30,000 a month, depending on the 
special requirements of the user. Its 
special program interrupt feature auto- 
matically tells the computer when its 
peripheral equipment has completed a 
job so it can instantly be put to work 
again. Thus, the computer can keep all 


its associated equipment operating at 


all times. It was explained that 
this was made possible by using a 
printed circuit similar to the Larc’s. 


The entire contents of a letter-size 
file drawer can be stored on a single 
reel of tape and read by Univac III in 
4.8 minutes. Reading, writing and com- 
puting can be carried on simultane- 
ously, with a reading and writing rate 
of 200,000 digits per second. Input/ 
output of data is five times faster than 
Univac II. Typewriter communication 
in English can be maintained between 
Univac III’s operator and the computer 
itself without complex mathematic sym- 
bology required. Enhanced memory 
storage is available, and the unit’s 
magnetic core memories can hold to 
16,384 words, expandable to over 
30,000 words. 

The system consists basically of a 
card reader, printer, card punch, com- 
puter and tape units. Processor and 


The Univac III is 
a solid-state, me- 
dium-cost elec- 
tronic data proc- 
essing system of 
modular design. 
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“HEAR” 


DICTATING 
TRANSCRIBING 
CLARITY 


ide 


STEN@TAPE 


offers true “professional” dictating 
transcribing sound and efficiency 


Listen to this performance...here is the sound- 
est practice you can establish to end paper-work 
problems. LISTEN: StenOtape gives you the 
greatest clarity of sound in the dictating field 
today. This 6% lb. compact unit, with its ex- 
tremely sensitive microphone records every word 
perfectly within a 30 foot radius. You can actu- 
ally dictate comfortably from any point in the 
room. Seated and relaxed, you can tape inter- 
views, conferences, comfortably; and because of 
StenOtape’s unique sound-fidelity, your secre- 


Check These Other Major StenOtape Features: 


@ Accurate word-counter. @ Built-in Speaker. @ 4” 
high, weighs only 614 lbs. @ Travels in handsome 
attache case. @ Low-cost accessories available to 
cover every dictating-transcribing- recording situa- 
tion. @ Precision designed by Geloso, Europe’s largest 
integrated electronics manufacturer of communica- 
tion equipment. @ Sales and Service Coast to Coast. 


LIFETIME SUPPLY 
OF MAGNETIC TAPE 
we MAIL THIS COUPON NOW! 


tary will hear and enjoy every word of your 
error-free dictation. Doctors and Dentists can 
play their post graduate educational tapes on 
StenOtape and enjoy superb playback quality. 
At the office, home or away, StenOtape records 
everything up to 2 hours on one tape...phone 
calls, conferences, dictation, even music! Hear 
the StenOtape difference 


now...it’s an exceptional $ 95 
value! only 


FULL YEAR GUARANTEE Federal Tax Included 


AMERICAN GELOSO ELECTRONICS, INC. 
251 Park Ave. So., Depti°6. New York 10, N. Y. 


Gentlemen: Please rush, without obligation, illus-. 
trated booklet “The Facts About Dictating 
Machines.” I understand that should I decide to 
purchase a StenOtape this coupon entitles me to 
a lifetime supply (6 rolls) of reusable Magnetic 
Tape worth $15.00.*. *Offer expires July 31, 1960 


Name 
Address 
City Zone___State 











For More Information Circle No. 241 





Officials of the Remington Rand Div. of 
Sperry Rand Corp. examine a_ printed 
circuit component of the Univac III. L. to 
r.: Jay W. Schnackel, vice president and 
general manager, Univac Div.; Kenneth R. 
Herman, Remington Rand president; 
Dause L. Bibby, executive vice president; 
Gordon Smith, Univac director of mark- 
eting. 


control console contain magnetic core 
memory for from 8,192 to 16,384 
words with access time of 4.5 micro- 
seconds and add time of 9 micro- 
seconds. Words can be pure binary, 
binary coded decimal, Univac XS-3 or 
any other form. Reader operates at 
700 cards per minute; printer at 700 
lines per minute; punch at 300 cards 
per minute. Servos—up to 16 tape units 
—permit reading, writing and comput- 
ing simultaneously. This new system is 
completely compatible with other Uni- 
vac tape units and those of other 
manufacturers. 

Modular design allows the capacity 
to be expanded smoothly and efficiently 
by addition of compatible components. 
This enables the user to select a system 
that satisfies his current needs at the 
lowest cost, with assurance that the 
system can grow with his needs. For 
More Information Circle No. 196. 
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Card Punching Printer 


UNCHED CARDS can now be 
P computed, edited, punched and 
printed on both sides in a single opera- 
tion, according to the Remington Rand 
Univac Div. of Sperry Rand Corp., 
New York. The system is based on the 
Univac On-Line Card-Punching printer, 
which prints a total of 1820 characters 
of information on one punched card at 
speeds up to 1560 lines a minute, per- 
mitting users of the Univac Solid-State 
80 computer to reduce the size of their 
files and speed up search time. 

The speed and economy inherent in 
the solid-state computer system can be 
applied to the preparation of payroll 
checks, premium notices, dividend 
checks, subscription notices and inven- 
tory records. The on-line principle per- 
mits data to be fed directly at high 
speed from the central computer to the 


(Continued on page 144) 


Card-Punching 
printer allows punched cards to be com- 
puted, edited, punched and printed on both 
sides in one operation. 


The Univac On-Line 


For More Information Circle No. 210— 





| World S Finest Photo-Copiers at World’s Lowest Prices 


SPEED-O-PRINT 


P24 oto- (lop ter 


Portable light-weight unit that can 
be used anywhere. Perfect repro- 
ductions of any document of any length 
and up to 9” wide. Simple to operate 
* Nothing to mix * Nothing to 

spill * Lew cost. 


$9900 
| Redi-Pak caARTRIDGE 


Speed-O-Print’s new exclusive method of 
handling developer fluid. Compact, easy to use 
container provides complete cleanliness. 

Nothing to mix — Nothing to spill. 


Mewes. .i0 Seconds 





World’s Finest Photo-Copiers at World 5 Lowest Prices 


SPEED-O-PRINT AVAILABLE 


; JULY 25% 
P2 oto- (Copier, , 


A COMPLETE COMPACT 


Photo-Copying Department 


Includes storage space for reproduction 
supplies, Collator rack, additional work- 
ing shelves. Automatic paper ejectors, 
legal and letter size, built into cabinet 
for maximum convenience. 


Redi-Pak 


CARTRIDGE 


, 


Speed-O-Print’s new exclusive 
method of handling developer 
fluid. Compact, easy to use con- 
tainer provides complete cleanli- 
— Nothing to mix—nothing to 
spill. 


MODEL 





EE C | 
——— . Complete self-contained 
—— nn sy model for table or desk-top. 
= owl. Automatic paper ejectors 
built into base. 
— Light-weight; portable; 
ae low cost. Clean to use, 
simple to operate — nothing 
to mix, nothing to spill. 
Capacity up to 9” wide, 
any length. 


AVAILABLE JUNE 15th 


& gc . : . ' 
Copies Ties. . in Seconds 


 $19900 





| World ’'S Finest Photo-Copiers at World’s Lowest Prices 


SPEED-O-PRINT 


P24 oto- (Cop ter 


me 
COMPLETE COMPACT 


Photo-Copying 
Department 





Unit copies any document 
up to 15 inches wide and any 
length. Legal and letter size 
paper ejectors conveniently 
located at top of spacious 
cabinet which provides stor- 
age space for reproduction 
supplies, collator rack and 
additional working shelves. 


Redi-Pak 


CARTRIDGE 


$24900 
Speed-O-Print’s new, exclusive AVAILABLE 


method of handling developer fluid. 


Compact, easy to use container provides AUGUST 25th 


complete cleanliness. Nothing to mix—nothing to spill. 


Mee iies. i Seconds 





Franchices 


AVAILABLE 


to Qualified Applicants 


For the new Speed-O-Print Photo-Copier — 
the complete line of Photo-Copy machines to 
meet every need of business and industry .. . 
plus a full line of reproduction supplies for 
profitable and continuing repeat business. 
Financial assistance available to applicants 
qualifying. 

SPEED-O-PRINT PHOTO-COPIERS ARE MAN- 
UFACTURED AND DISTRIBUTED EXCLUSIVELY 
BY THE SPEED-O-PRINT CORPORATION OF 
CHICAGO. 


“WIRE, CALL OR WRITE’— 


Man. Burton Filden, Sales Manager 


, ae ) 
SPEED-O-PRINTI 


1801 WEST LARCHMONT AVE. + CHICAGO 13, ILLINOIS 
Phone: GRaceland 7-2000 








An NCR 390 data processing system can include a punched tape recorder, 80-column 
card punch, punched tape readers and the low-cost computer and console. 


NCR 390 Computer Reads Forms 


COMPUTER capable of reading 
A an ordinary business form was 
unveiled last month by National Cash 
Register Co. of Dayton, Ohio. Called 
the NCR 390, equipment, which sells 


for $75,000, is capable of reading a 
commercial document that also can be 
understood by people. Stanley C. Allyn, 
NCR board chairman, termed the de- 
velopment a “major breakthrough in 
the data processing field.” He said the 


equipment would give thousands of 
companies greater control over their 
operations by providing them with 
faster and more detailed information. 
The machine also will cut the cost of 
many paperwork jobs by as much as 
50%, he said. 

Virtually any form can be read by 
the data processor by placing a mag- 
netic coating on the back of the record. 
The coating functions as a miniature 
electronic memory, which stores the 
information on the document and acti- 
vates the machine. 


<—For More Information Circle No. 210 


In 12 minutes and at a cost of less 
than $2, the computer will turn out a 
detailed report on 10,000 department 
store sales. In half a day, it can write 
the paychecks and prepare payroll rec- 
ords for a plant with 1000 employees. 
The records would show the pay rate of 
every employee, his tax deductions and 
many other items. 

The NCR data processor will enable 
a firm to obtain information about its 
operations at a moment’s notice simply 
by pulling a document out of the file 
and looking at it. Conventional com- 
puters maintain only electronic records. 
Before the information can be used, the 
record must be fed into the computer 
and translated into human language. 

The NCR equipment will enable com- 
panies with branch offices or divisions 
to maintain records in every branch and 
at the same time handle their paper- 


_work electronically, Mr. Allyn said. The 


system can be rented for $1850 a 
month. The NCR 390 is a complete 
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computer system. It can make decisions, 
solve mathematical problems, control 
auxiliary equipment and perform a va- 
riety of other tasks. It will enable banks 
to obtain a detailed analysis of their 
real estate investments overnight. Retail 
stores can get a daily breakdown of 
their sales to guide merchandising pro- 
grams. The breakdown would show 
sales in each department, markup on 
different types of merchandise, gross 
profit on these items as well as other 
information. The equipment can be 
used by industrial firms in scheduling 
production. In addition to the magnetic 
ledger cards, the computer can be acti- 
vated by punched tape, punched cards 
or through its console keyboard. 
Before the NCR 390 was placed on 
the market, it was field tested by a 
chain of retail stores and a federal 
government agency. During the retail 
test, cash registers were linked with tape 
recorders which automatically created a 
punched tape record of the day’s trans- 
actions. Branch stores mailed the tapes 
to the home office where they were 


Stanley C. Allyn (left), board chairman 
of National Cash Register Co., and Robert 
S. Oelman, president, show the magnetic 
stripes that allow a form to be read by 
the NCR 390 data processing system. 


processed automatically by the compu- 
ter for management records and re- 
ports. 

In a typical test, the machine classi- 
fied 1666 sales transactions into 60 dif- 
ferent categories and prepared a report 
on these transactions in three minutes. 
In the government test, the machine 
automatically calculated and wrote pay- 
checks for 2500 employees as well as 
prepared detailed payroll records for 
each person. The data on the record 
also was captured on punched tape, 
which was later fed into a central proc- 
essing unit. For more information on 
the NCR 390, Circle No. 104, 


Card Punching Printer 
(Continued from page 138) 
printing unit and eliminates interme- 
diary steps. This effects greater accu- 

racy and economy of operation. 


The Univac On-Line Card-Punching 
printer will rent for $2700 a month or 


it may be purchased at $125,000. 
Orders are being accepted on a 12- 
month delivery basis. A storage capacity 
of 50,000 characters of data allows a 
wide variety of programing, control, 
editing and arithmetic operations. 

The new unit punches alphabetic or 
numeric data in as many as 80 columns 
simultaneously at 150 cards a minute, 
while reading and verifying the accu- 
racy of the information punched. At the 
same time, it prints up to 13 lines, 70 
characters wide, on one or both sides of 
the cards. Printing is done between rows 
of punching. This makes it impossible 
to print over previously punched holes, 
thus preserving valuable printed data. 
For More Information Circle No. 102. 
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...in which it saves a bulldozer dealer enough to increase service 25% 


“We're saving at least $4,000 a year on accounting 
costs with our $2,145 Monroe Accounting Machine,” 
says James Walraven, Stith Equipment Co., Atlanta. 
“This extra money reinforces our program of in- 
creased customer service, helps pay the salary of an 
additional serviceman for faster repairs of our cus- 
tomers’ heavy equipment.” Like Stith, hundreds of 
businesses are growing bigger with the savings from 
Monroe Machine Accounting. Join them — 

as little as $750 buys it. 


See the MAN from MQ 


(Bh 4 crvsion oF urron moustans 


for CALCULATIN 
ADDING - ACCOUNTING 
PROC 


*That’s what you'll call your Monroe 
Accounting Machine. It saves money 
by 1owering costs; makes money by 
freeing capital to grow on. 
FREE CASE HISTORIES 

Learn how Monroe Machine Account- 
ing finds more money to grow on for 
companies like yours. 


Write: Accounting Machine, Dept. 15, 
Monroe Calculating Machine Co, 
Orange, New Jersey. 


TING 
ESSING MACHINES 


Monroe Calculating Machine Company, Inc., Sales and service in principal cities everywhere. General offices, Orange, N.Js 


For More Information Circle No. 289 
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NOW! PRINTED PIECES 


BELED AUTOMATICALL 


IBM type 407 or 
Addressograph electron 
facsimile tape labels 


gummed or ungummed 
33-to-a-sheet labels 





roll strip labels 
or continuous pack 
form labels 








cut labels 
Ky’ x 2%" to 3%’ 


ce 


to3%"x5 


salon 





Applies labels addressed from your punched cards, plates, stencils 
and other addressing systems. Even applies cut or individual labels! 
Trims costs by applying in excess of 14,000 labels per hour. Handles 
post cards, insertion cards, pamphlets, brochures . . . all sizes of enve- 
lopes . . . and lightweight booklets, magazines, catalogs and quarter- 
fold tabloids. Compact, too! And so simple that it can be operated by 
your own personnel. The Cheshire Model E. 


; Write for 
CHESHIRE descriptive brochure 
INCORPORATED Dept. 0-6 

1644 N. Honore St. Chicago 22, Ill. 


For More Information Circle No. 242 





a ee caper IN re arr 


RIGHT 











lin. Employee Rolations 


ROUND-UP of day-to-day em- 
ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life grievance 
which went to arbitration. Names of 
some principals have been changed. 


Who Gets the Jobs on New Automated Equipment? 


What Happened: 

When a company installed semi- 
automated equipment, it was faced with 
the serious problem of selecting a staff 
to handle this complex unit. Several 
employees applied for the job and, 
when it came to making the final choice, 
two junior applicants were picked. The 
men with lesser seniority were given the 
promotion on the grounds that: 

1. Their test scores were much higher 
than those of the older applicants. 

2. A trial period was impractical be- 
cause the machinery was new and so 
complicated that it would be taking a 
gamble to permit unfit workers to try 
out. 

3. The supervisors were in such close 
contact with their men that their judg- 
ment must be relied upon as to who is 
best qualified for these new jobs. 

The older workers protested these 
standards. They argued: 

1. Tests were given too much weight 
in the final decision. 
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2. Every senior man is entitled to a 
trial period when he seeks promotion. 

3. Supervisory opinion is subjective 
and cannot be proved. 


Were the Seniors: 
RIGHT (1 WRONG (0 


WHAT ARBITRATOR PAUL N. LE- 
HOCZKY RULED: If a job required 
that the employee possess certain apti- 
tudes (patience, self-control, rapid analy- 
sis) then it is these that may be tested 
for. This job obviously is a new type, 
involving a complex machine and call- 





ing for fast decision and an even tem- 
perament, besides technical ability. Such 
attributes must be measured by an apti- 
tude test. Tests leave much to be de- 
sired, but they still make prediction of 
occupational success well above mere 
chance. The new equipment cannot be 
compared to the old procedure in terms 


of characteristics required of the oper- 
ator. It calls for different personal 
characteristics. Management’s opinion 
of the workers plus the tests must there- 
fore be given heavy weight. The senior 
men lack sufficient qualifications to op- 
erate the new unit in its present me- 
chanical complexity and condition. 


Can an Employee Be Held Responsible For Two Jobs? 


What Happened: 

Fifteen minutes after he started to 
work, Jim Thor was asked by his super- 
visor to take care of another job. 

“Which one of these operations am 
I to do?” he asked. 

“Both of them. Others do both,” he 
was told. 

“I can’t be responsible for both jobs.” 

“We'll just see about that,” the super- 
visor replied. 

About an hour later Thor was called 
into the personnel office and given his 
“walking papers.” 

At arbitration the company claimed 
that the worker had refused to obey a 





supervisor and must take the conse- 
quences for this insubordination. 

But the employee’s position was that 
he hadn't been insubordinate at all. He 
claimed that the supervisor was un- 
reasonable in that he asked the worker 
to handle two full-time jobs at the same 
time. This was just impossible for him. 
Besides, you don’t just fire a man with- 
out making some attempt to iron out 
the problem. 


Was the Company: 
RIGHT (2 WRONG ( 


WHAT ARBITRATOR RALPH 
ROGER WILLIAMS RULED: “If an 
employee is assigned a full-time task, 
and is subsequently ordered to perform 
a second full-time task in addition to 
the first; the second assignment is not 
within ‘reasonable limits,’ and disciplin- 
ary action cannot properly be based on 
disobeyal of such an order. Also, the 
evidence is clear that no ‘earnest efforts’ 
were made to settle the differences 
which led up to this discharge. 
“Discharge is a stiff penalty: for it to 


THe Orrice—June, 1960 





THe OFFICE 


New Kodak Ektalith Method saves you time, 


space and equipment costs in office offset duplicating 


This compact, table-top installation, 
teamed with office copy camera and dupli- 
cator, lets you make either high-quality 
photo offset masters or direct paper copies of 
the widest variety of documents—enlarged, 
reduced, or same size. Only 3 simple steps— 
expose, process, transfer. In less than 2 
minutes’ time, you’re ready with master 
or copies! Job’s as clean as it is easy, can 
be handled by anyone in the office with a 
minimum of training. 

Kodak Ektalith Loader-Processor, 
shown to left, permits entire operation to 
be carried out in room light. Together with 
companion Kodak Ektalith Copy Unit it 


K ODA K 


Fiktalith |... 


METH OO 


costs you only $788.50. Now you can 
reproduce practically anything printed, 
typed, written or drawn—quickly, con- 
veniently, and at low cost. You can copy 
all line work and a variety of halftones— 
all kinds of pen, pencil, or crayon writing 
in almost any Solid images are 
reproduced next to fine detail without 
mottling. Masters require little or no 
clean-up time, are easily corrected. 


color. 


For free booklet phone 
local Kodak Ektalith dealer, 
or write Eastman Kodak Com- 
pany, Graphic Reproduction 
Division, Rochester 4, N. Y. 

Price is list and subject 
to change without notice. 


you ahead in offset ; jaaeeuant 


For More Information Circle No. 271 
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be properly based on an employee’s re- 
fusal to obey an order, several factors 
must be present: 

1. The order must be reasonable and 
proper. 

2. The order must be directly given 
to the employee and understood by him. 


3. The employee must knowingly, 
and without cause, disobey the order. 

4. The punishment must fit the of- 
fense for which it is imposed. 

“The employee was discharged with- 
out just cause and is to be reinstated 
with full rights and back pay.” 


Can You Prevent a Worker From Demoting Himself? 


What Happened: 

The company had a system of 
announcing vacant jobs, and employees 
who felt that they could fill these jobs 
could make a bid for them. When a 
vacancy occurred in a certain job, the 
notices went up. Management discov- 
ered that among the applicants was a 
Mr. Manning. 

“Are you serious, Manning?” the 
personnel man asked. “You're getting 
more pay now, and you have a higher- 
rated job than the one you're asking 
for.” 


, 


“I sure am serious,” answered Man- 
ning. “You see, I don’t like my present 
work. I want a chance to learn a new 
job. This lower one is right in line with 
what I want. I'll advance real quick and 
in no time at all I'll be making more 
than I am now. So, when do I start 
work?” 

“I’m sorry, Manning, but you are 
ineligible for this job. We announce 
vacancies so that people can be pro- 
moted—not demoted.” 

Manning took his case to arbitration 
on the grounds that a senior man has a 
right to move down as well as up when 
there is an opening. 

Management maintained that promo- 
tion could only mean up. 


Was Management: 
RIGHT (2 WRONG (1 


WHAT ARBITRATOR ARTHUR 
STARK RULED: “Current usage would 
favor the interpretation of the company. 
We promote a person by elevating him 
or advancing him to a higher position. 
It means moving from a lower-paid job 
to a higher-paid job. A reduction in 
grade cannot be considered as a ‘pro- 
motion.’ Therefore, Manning has no 
claim to this job.” 
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Opens zip-quick! 


New Springhill, Bond, like all Inter- 
national Paper business papers, comes 
to you in a handy junior carton with 
pull-tape opener. 


New Springhill Bond is ream-wrapped 
and packaged 8%4"x 11” and 812"x 14” 
in a junior carton that opens zip-quick. 
Most International Paper printing 
papers will soon be available in handy, 
pull-tape junior cartons. They are ideal 
for small offset duplicating presses. 
These papers look and feel like pre- 
mium-grade papers, yet are priced for 
volume work. They handle well on the 


press, give excellent printing results, 
ream after ream. 

Ask your paper merchant to show 
you samples of International Paper’s 
complete line of business and printing 
papers. 

BUSINESS PAPERS * Springhill Bond - 
Springhill Duplicator + Springhill 
Mimeograph. 

PRINTING PAPERS + Springhill Offset + 
Ticonderoga Offset* + Ticonderoga 
Text* ¢ International Ti-Opake.* 


*Wéill soon be available in handy pull-tape junior 
carton. | 


INTERNATIONAL PAPER 


FINE PAPER DIVISION » NEW YORK 17, N. Y. 
For More Information Circle No. 221 


























Answering 
the call for 
quick copies 


One minute at an automatic printer... 
seconds at an A. B. Dick Azograph® dupli- 
cator. Just that fast, Western Electric Com- 
pany’s Massachusetts plant produces all 
shop order paperwork for making the complex 
carrier systems used in central telephone offices. 


Although this astonishingly intricate equip- 
ment involves many components produced 
at far-flung departments, Western Electric’s 
one-writing shop order system requires just 
15 copies to guide production, accounting and 
shipping. The patented A. B. Dick Azograph 
duplicating process was chosen to assure 

, complete cleanliness, even when duplicating 
masters are passed from one department to 
another—and corrected or modified. 


Azograph, spirit, photocopy, offset, mimeo- 


graph—A. B. Dick equipment answers every 
call for more efficient production of copy 
communications. Mail the coupon for more 
information or see your local distributor of 
A. B. Dick products—listed under ‘‘ Dupli- 
cating Machines’’ in the yellow pages. 


fay A-B-DICK 


DUPLICATING PRODUCTS 


A. B. DICK COMPANY 
5700 W. Touhy Ave., Dept. O-60, Chicago 48, Ill. 


Please furnish full facts and flow chart on the use of 
A. B. Dick products in the following systems: 


0 Order-Invoice O Purchase Order-Receiving 
O Production Order 


Name 
Title 
Firm 
Address 
City Zone___ State 




















For More Information Circle No. 222 
THe Orrice—June, 1960 





ew P 


DICTATING MACHINE 


Voicewriter Div., McGraw-Edison Co., 
West Orange, N. J., announces the 
Envoy, budget-priced tape dictating and 
transcribing machine which features a 
built-in indexing system that makes word 
and phrase finding easy for dictator and 
transcriber. Controls are few and simple, 
with talk-listen functions controlled at the 
microphone. Equipped with a 90-minute 
tape, the Envoy has controls for fast for- 
ward and fast back. It weighs less than 
9 Ibs. and can be adjusted to meet special 


requirements through special accessories— 
a desk mike for loudspeaker playback; an 
inverter for powering the recorder from 
a car’s cigarette lighter; a telephone re- 
corder for capturing both sides of a phone 


conversation. Machine uses lightweight 
spools that are easy to carry and eco- 
nomical to mail. The Envoy retails for 
$219.60 plus tax. For More Information 
Circle No. 115. 
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AUTOMATIC TYPEWRITER 


Royal McBee Corp., Westchester Ave., 
Port Chester, N. Y., introduces a single 
system automatic typewriter that can in- 
crease secretarial output from 20 letters 
a day to 20 letters an hour, and cut office 
letterwriting costs by as much as 85%. 


The company says the Royaltyper offers 
unequalled simplicity in that the master 
tape can be prepared on the machine by 
any qualified typist simply by typing a 
visual copy of the material to be repro- 
duced. The tape is then immediately 
ready to be fed into the same machine 
which automatically types copy at 135 
words a minute. The machine eliminates 
a separate punch for automatic typewriters, 
and uses an efficient narrow tape only 342” 
wide of heavy paper, specially designed 
for ease of handling and rapid and simple 
insertion into the equipment. The paper 
tape can be cut to any length, and there 
is NO minimum and virtually no maximum 
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limitation to its capacity. The tape can 
be filed easily and is durable enough for 
use thousands of times. It is offered as 
a spool-type tape, or in a more flexible 
flat pack form. Paragraph selection for 
personalizing letters and for introducing 
variable information is accomplished on 
the Royaltyper through use of the flat 
pack file tape. This permits unlimited 
selection of paragraphs. Two models will 
be available. The File-Tape Royaltyper 
consists of a file tape reader, an integral 
punch and a Royal electric typewriter. 
This machine utilizes principles of data 
processing equipment and offers unlimited 
selection of variable material. The Spool- 
Tape Royaltyper consists of a spool tape 
reader, integral punch and a Royal elec- 
tric typewriter. This model possesses all 
the compact single system advantages of 
the slightly more expensive File-Tape 
model, except for the ability to utilize the 
file tape itself. Complete units will sell 
for from $1425 to $1990, and can be 
leased. For More Information Circle No. 
155. 


PHOTOCOPIER 
1801 W. Larch- 


Speed-O-Print Corp., 
mont Ave., Chicago 13, IIl., announces 
the Model 9-A photocopier, a portable 
lightweight unit that can be used any- 


where. It produces excellent reproduc- 
tions of any document of any length and 
up to 9” wide. Easy to operate, the 9-A 
has nothing to mix or spill. It uses Speed- 
O-Print’s Redi-Pak cartridge, a completely 
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clean method of handling developer fluid. 
Price of the 9A is $99. For More Informa- 
tion Circle No. 159. 


MICROFILMER 


Recordak Corp., 415 Madison Ave., 
New York 17, N. Y., introduces a versa- 
tile and automatic microfilmer, the Recor- 
dak Reliant 500 which will record on 
microfilm up to 500 checks or 185 letters 
a minute. It retains many of the features 
of previous models including Kodamatic 
Indexing to facilitate rapid retrieval of 
data; high speed feeder and document 
counter. Most outstanding feature is the 


removable and interchangeable film unit 
by which reduction ratios can be varied 
in seconds. This allows different depart- 
ments within an organization to use a 
single microfilmer, yet retain their record 
continuity. Additional film units will be 
sold as accessories. Three reduction 
ratios will be available: 40:1, 32:1, 24:1. 
Completely redesigned, the Reliant 500 is 
only about half the usual height, and 
its two-tone green color matches the decor 
of any office. Other technical changes 
improve operation and increase operator 
efficiency. For More Information Circle 
No. 148. 


MICR CHECKS 


Wilson Jones Co., 209 S. Jefferson St., 
Chicago 6, Ill., has redesigned its Grayline 
Snap-A-Way carbon interleaved checks for 
magnetic ink coding. The main change in 
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design involves leaving space for a % 
clear band along the bottom of the check 
where magnetic characters can be im- 
printed by banks. Then machines can sort 
checks automatically at high speeds by 
rading the magnetic ink electronically. 
The American Bankers Assn. recom- 
mended the uniform specifications on 
check design which have been adopted. 
Some checks now in use carry a signature 
line as close as %4” or less from the bot- 
tom of the check, which does not allow 
enough space for magnetic printing. Gray 
line checks are available in quantities as 
small as 250. They may be crash im- 
printed to a customers’ specifications and 
serially numbered, with the firm’s name, 
bank and advertising logo or trademark. 
The copies, used for reconcilement and 
check register purposes, contain punched 
holes for filing in permanent binders. For 
More Information Circle No. 142. 


PORTABLE DARKROOM 
Photorapid Corp., 142 Oregon St., El 
Segundo, Calif., introduces the Magi-Lab 
collapsible darkroom designed as an acces- 


sory for the Magi-Plate Speed Camera. 
Unit also can be used in an office for all 
platework. The Magi-Lab is 3 x 5 ft., 
7 ft. high. It can be put up or taken down 
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in five minutes. It requires no electrical 
connections, since room light shining 
through the red windows provides dark- 
room lighting. Anyone can see in and out 
at all times, including when work is un- 
derway. A sliding door provides access, 
and interior is equipped with shelves for 
accessories. Prime purpose of the unit 
is to enable simpler handling of plates 
made by Photorapid’s precision Magi-Plate 
Speed Camera, designed for the firm’s 
Camera-Speed Magi-Plate. The Camera, 
with quality, speed and economy, goes 
from paste-up to aluminum offset Magi- 
Plate in less than 60 seconds and at a 
complete cost of only 59c. The versatile, 
horizontal camera can do many jobs and 
copies anything the eye can see. It shoots 
size to size, reduces or enlarges halftones, 
solid images and colors, and makes optical 
flash copies, transparent positives and re- 
produces the smallest details. For More 
Information Circle No. 123. 


OPAQUE PAPER 


Eastern Fine Paper & Pulp Div., Stand- 
ard Packaging Corp., Bangor, Me., an- 
nounces availability of an unusually bril- 
liant fluorescent white in Atlantic Opaque 
paper, providing an effective contrast for 
advertising and sales promotion printing. 


ATLANTIC OPAQUE 
COVER 


ATLANTIC OPAQUE 


Black-and-white or color illustrations are 
said to gain more lifelike realism and extra 
beauty, type to be sharper and more read- 
able. In addition to the brilliant white, 
Atlantic Opaque has been given added 
strength qualities for neater folding and 
creasing, for better handling properties and 
longer life. For sample book and 4-color 
demonstration folder. Circle No. 143. 
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TYPEWRITER 


Remington Rand Div., Sperry Rand 
Corp., 315 Park Ave. South, New York 
10, N. Y., unveils a Remington Standard 
Typewriter with styling scientifically de- 
signed to appeal to the eye and hand of 
the operator. In addition to the change 
in overall appearance, the machine offers 
an improved responsive touch which 
makes it easier and smoother to operate. 


Designed to complement any office dec- 
orating scheme, it is available’in a wider 
variety of pastel colors. Special colors 
can be provided at additional cost. Newly 
designed margin stops allow typist to 
slide both left- and right-hand margin in- 
dicators into the desired positions at the 
same time without moving the carriage. 
Fold-A-Matic construction permits a rapid 
breakdown of the machine for cleaning 
and maintenance. An erasing table be- 
hind the platen, extending the length of 
the writing line, gives a firm horizontal 
surface on which to make erasures. With 
the large, downswept carriage return bar, 
operator’s hand travels only 3” from home 
keys to return carriage. Platen knobs are 
enlarged for easier paper handling. Tab 
bar is longer for swifter, more accurate 
tabulation work, especially when typing 
from the numerical keys. Jammed keys 
can be cleared by a touch of machine’s 
key release. Transparent card holders 
give maximum visibility even with 3” x 
5” cards. Holders have a control that 
enables typist to adjust for thickness of 
manifold packs to avoiding wrinkling car- 
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bon paper. A device in the card holders 
permits ruling with pen, pencil or stylus 
without removing paper or manifold pack 
from machine. Removable top plate snaps 
easily off and on for complete hand free- 
dom in changing ribbons, cleaning type 
and converting interchangeable type sym- 
bols. Positioning scale makes exact cen- 
tering of typed material a visual rather 
than mathematical procedure. More than 
100 type styles are available. For More 
Information Circle No. 145. 


PAPER DRILLS 


Challenge Machinery Co., Grand Haven, 
Mich., offers low-cost power-operated 
drilling machines, suited to handling 
round hole drilling and cornering re- 
quirements of offices and duplicating de- 
partments. These units, priced at almost 
half the cost of previous power paper 
drilling machines, feature easy toe-tip op- 


Simply touching the con- 
trol pedal causes the drill to come down 
hydraulically. They will drill the standard 
three holes in a full ream of stock in less 
than 15 seconds, providing a time-saving 


erated control. 


and trouble-free answer to loose leaf 
binding, hole drilling requirements. For 
information about the Challenge JH and 
CH Paper Drilling Machines. Circle No. 
202. 





COLLATOR 


Thomas Collator Industries, Inc., 100 
Church St., New York 7, N. Y., offers 
several innovations to improve the appear- 
ance and operation of their fully-auto- 
matic, 50-station Rotomatic collator. Con- 
trols are repositioned for easier operation, 
and smoother paperflow is assured by sim- 
plified guides that receive sheets earlier in 


the collating cycle. Design has been mo4J- 
ernized and color has been changed to 
reflect the latest trend to harmonies of 
gray. The Rotomatic collator has a 
that allows dif- 


push-button programer 
ferent collating jobs to be run at the same 


time; a miss and double detector that 
automatically points out the source of 
error; and an accessory stitcher that auto- 
matically staples each collated set. Ma- 
chine collates, counts and staggers from 
14,000 to 25,000 sheets per hour. For 
More Information Circle No. 150. 


VERTICAL CAMERA 


M. P. Goodkin Co., 112 Arlington St., 
Newark 2, N. J., introduces a vertical-type 
office camera, the Goodkin Vertical 18” 
TransferMate for Gevacopy, Ektalith and 
other matrix-transfer processes. It serves 
equally well in production of regular line 
and halftone negatives inside a darkroom 
or in normal office light. The 14” x 18” 
focus plate area accepts Gevacopy rapid 
negatives, Ektalith transfer paper and 
regular litho film to 12” x 18” or 14” x 
17”. Original copy, to 18” x 24”, can be 
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reduced to % size without distortion, and 
enlarged 2x. Accessory lenses extend this 
range. A portion of camera’s top surface 
and a recessed shelf hold both the Ekta- 
lith loader-processor unit and copy unit, 
making one unit of camera, loader-proc- 
essor and copier. Directly beneath is a 
film and chemical storage cabinet. Access 
to cabinet and copyboard is provided 
through doors that roll into camera body, 
eliminating need for door brackets that 
could cast shadows on copyboard. Gim- 
bel-type swivel-base lamp sockets allow 
camera’s four 300-watt reflector flood 
lamps to be rotated 360° and set further 
back from copyboard. This enhances 
benefits of Goodkin “balanced” lighting 
which travels with copyboard giving even 
illumination throughout the entire range 
of enlargements and reductions. Copy- 
board cover glass is hinged to permit 
photographing bulky material such as 
books and objects. Mat is lined one side, 


black on white, for proper positioning 
of copy for regular offset work. Other 
side is lined, yellow on white, to position 
copy for Ektalith and Gevacopy. Lines 
are in %2” increments; camera’s stay-flat 
glass and Gevacopy contact paper holder 
are ruled same way. Ektalith transfer 
paperholder also has position guide lines 
engraved on holder’s focus glass to in- 
dicate how far to shift holder for required 
reduction and registration. The 10-amp. 
current passes through a 30-amp. relay 
built into camera’s automatic reset timer. 
This prevents overloading switch or timer. 
With copyboard access door closed, pilot- 
light indicates when lamps are on. Lamp 
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heat is fan-forced through two sets of 
louvres out back of camera. Accessories 
include prismatic head, xerographic head 
and Gevacopy vacuum back for darkroom 
installation. Finished in  golden-brown 
hammermark with anodized aluminum 
trim and finger-grip polished aluminum 
hand wheels, the TransferMate’s cold- 
rolled steel frame is butt-welded for ex- 
treme rigidity. Priced at $1497, slightly 
higher Denver and west. For More In- 
formation Circle No. 114. 


CUT-TO-SIZE PAPERS 


Mead Papers, Inc., 118 West Ist St., 
Dayton 2, Ohio, announces their complete 
line of Ready-Cut papers, each of which 
is a standard grade from the regular line 
of Mead fine printing papers. Included 
are eight different grades of business pa- 
pers, 12 grades of coated and uncoated 
book papers, covers, indexes and bristols to 
round out the available basic selection. 


Ready-Cut offers a wide array of papers 
for creative and imaginative printing. Any 
grade and weight of Mead paper is avail- 
able in Ready-Cut standard sizes: 812” x 
ia. veve” «=6& 13"; 32" = it; FF & 2°; 
10” x 14” and 11” x 17”. All papers are 
packaged in the same moistureproof ream 
wrap developed by Mead. Grades are 
easily identified with an overall print de- 
sign. Reams are sparkling white printed 
with a green pattern. The carton carries 
the same pattern printed in a matching 
pattern and color. Reams and cartons are 
identified by Mead’s color coded labels 
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which have been standardized to provide 
ready identification of paper grades for 
Ready-Cut Paper Selector 


easier storage. 


tite 


Chart provides an easy-to-use method for 
ordering exactly the right grade and right 
size paper. For More Information Circle 
No. 144. 


FILM DRAFTING PENCIL 


Joseph Dixon Crucible Co., 167 Wayne 
St., Jersey City 3, N. J., has developed 
a pencil specifically for making tracings 
on polyester-based film. Called the FTR 


(film tracing reproduction), the lead is 
compounded of new resins, super-fine 
graphites and plasticizers which block out 
light to leave drawings of black ink clar- 
ity on copy prints. The Dixon labora- 
tory experimented with lead mixtures for 
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11 months before arriving at the FTIR 
formula, and designed the pencil to look 
like a precision instrument. It has a dark 
gray metallic finish of silver foil, and is 
produced in six degrees of lead hardness, 
coded from FTR 11 to 66. It is silver 
capped at one end. The pencils are sold 
a dozen to a ‘box, as usual, but the box 
itself is a desk tray of transparent acetate 
that contains a plastic plate which, taped 
to a desk, anchors the pencils in position 
to keep them from rolling. For More In- 
formation Circle No. 129. 


POCKET RADIO INTERCOM 


Communication Products Dept., General 
Electric Co., Lynchburg, Va., introduces an 
all-transistorized shirt- pocket message 


radio for use by management personnel. 


Called the Voice Director, it has minia- 
turized circuitry that boosts audio effi- 
ciency and requires 35% less battery 
power. It weighs only 12 ozs. with battery. 
This unit enables secretaries to reach key 
personnel at all times for important de- 
cisions. When on standby it uses only 32.5 
milliwatts. While a message is being re- 
ceived, power drain is 58.5 milliwatts. 
Designed for indoor and outdoor voice- 
paging, unit is engineered so user may be 
contacted instantly by a base station trans- 
mitter, a two-way radio in a car, or a 
portable unit operating on the same fre- 
quency. Initially, frequencies in the 150- 
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174 mc. range will be used. The receiver 
uses a small 6% volt, single mercury 
battery. Unit has a ferrite loop-stick for 
an antenna, built in the receiver’s case to 
eliminate need for an externally-mounted 
antenna. A convenient directive horn, tiny 
and easy to clip to wearer’s lapel, is used 
when privacy is not required. When the 
wearer desires privacy to complete exclu- 
sion of others, earpiece may be used. Ad- 
justable volume and squelch controls are 
flush-mounted at the top of the unit. 
For More Information Circle No. 199. 


DICTATION BELT 


Stenocord of America, Inc., 29 Broad- 
way, New York 6, N. Y., announces a 
perfected Stenocord magnetic belt for 
dictating ease and trouble-free operation. 
The Stenocord belt has all the advantages 
of belts and tapes. It may be folded, 
creased, filed, mailed and still used hun- 
dreds of times without loss of fidelity and 
operating performance. Under ideal lab- 


oratory conditions, a Stenocord magnetic 
belt is said to have been used over 40,000 
times with no change in clarity of trans- 
cription. Although the belt is easily erased 
when desired, accidental erasure is almost 
impossible on the Stenocord machine. 
Savings in belt replacement costs are said 
by the company to more than pay for the 
cost of the complete dictating unit. Each 
Stenocord belt is numbered for easy filing. 
For More Information Circle No. 158. 
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OFFSET PAPERS 


Finch, Pruyn & Co., Glens Falls, N. Y., 
is distributing a new swatch book of Finch 
Offset papers. With swatches of 50, 60, 
70 and 80 Ib. weights in white, smooth 
finish, the booklet points out that Finch 
Offset is an economical paper of superb 
texture, brilliance and printability. Com- 


plete commercial press evaluation shows 
that the paper gives crisp reproduction of 
solids and halftones and a bright back- 
ground for color. Excellent press per- 
formance at peak speeds on all types of 
offset equipment is claimed. Finch Off- 
set is stocked in six sizes in 50, 60 and 70 
lb. weights. Making orders in 45 and 80 
lb. weights are available. For the swatch 
book, Circle No. 181. 


CAMERA FOR OFFSET 


W. A. Brown Mfg. Co., 608 S. Dear- 
born St., Chicago 5, Ill., announces the 
Escort 11 x 14”, low cost, horizontal 
camera for users of small offset plates. 
Designed for practical mechanical opera- 
tion with convenient waist-level copyboard, 
its simple controls are all at eye level. 
Completely automatic diaphragm control 
eliminates errors and assures proper aper- 
ture opening for exposure through entire 
camera range. The Escort is easy to use 
with reproduction methods such as Kodak 
Ektalith, Gevacopy, xerography, etc. Its 
efficiency and versatility for quality line- 
work, solids and halftones should prove 
profitable for offices, in-plant or commer- 
cial shops. The all-metal camera has high 
torsional rigidity. Complete with 9%” 
coated and color corrected lens, automatic 
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diaphragm control selective in 16, 22 or 
32 aperture ratios working in conjunction 
with the direct mechanical auto-focus one 
dial calibration through 200% (2x) en- 
largement to 50% reduction; 19” x 23” 
glass covered copyboard; pressure back 


to hold film up to 11 x 14”; lighting con- 
tained within cabinet; calculator; 120- 
second re-set timer; ground-glass and 
frame. For 110-volt, 60 cycle, single 
phase current. For More Information 
Circle No. 191. 


PLANTER BOXES 


Pre-Fab Industries, 3537 Lee Rd., 
Cleveland 20, Ohio, offers planter boxes 
and room-dividers made of precast light- 


weight stones in pre-fabricated, portable 


units. Priced to retail at $39.95 up, there 
are five models (with and without legs) 
and two different colors. Each unit is fur- 


16] 








Cleanliness is! The Bohn Rex Rotary 
Mimeograph is designed like a printing 
press. It has printing press cylinders and 
it uses printer’s paste ink that’s fed from 
a sealed, disposable cartridge. Never 
leaks. The machine stays clean, copies 
come out'clean and sharp. And you stay 
clean. At the end of a run you close up 
the machine til next time. Six hours or 
six months later, it’s ready for use with 
no messy cleaning necessary. Four mod- 
els, ranging in price from the automatic 
electric at only $345* to hand-operated 
models at $179.50*. seus re.r. 


BOHN REX ROTARY 
MIMEOGRAPH 


Send this coupon for more details and 
free copies of catalogue sheets, drawings, 
photographs and a portfolio of Leonardo 
da Vinci’s masterpieces, all reproduced 
on the Bohn Rex Rotary Mimeograph: 


Bohn Duplicator Co., Dept. L-1 
444 Park Ave. South, N.Y. 16, N.Y. 


Please send more information 
and a portfolio of samples. 


NAME 





FIRM 





ADDRESS 








For More Information Circle No. 328 





nished with a Fibreglas, leak and rustproof 
liner for natural or artificial plantings. In- 
dividually mounted, the stones bear the 
same attractive, custom-built appearance 
as natural cut-stone, yet are one-fifth the 
weight. For More Information Circle No. 
183. 


DRAWING DESK 


Densmore Calculator Co., 2003 East 
14th St., Box 1557, Oakland 4, Calif., has 
designed the Drawing Chief desk as a 
standard executive desk and drawing table. 
Drawing board is concealed under desk 
top and elevated to posture chair height 
when top is opened. When closed the 
board is automatically lowered in a flat 
plane into a well with sufficient clearance 
between board and desk top for permanent 


mounting of a drafting machine. This 
clearance also eliminates need to remove 
tools or reference books from the board. 
Adequate storage facilities are provided 
for drawings, drawing paper, books, cata- 
logs, files and tools. Reference portion 
of top slides out allowing access to tool 
and supply compartment. It also serves 
as space for telephone, ash trays, etc. 
This desk is available in different styles 
and top sizes with electrical outlets, locks 
and drawing board pencil trough. For 
More Information Circle No. 117. 
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TABLE TOP 


Johnson Plastic Tops, Inc., 69 North 
St., Elgin, Ill., introduces a deluxe rectangle 
table top called the Flex-A-Shape Rec- 
tangle, which opens to a complete oval. 
Closed, the top measures 30” x 42” to ac- 
commodate four and opens with a simple 
adjustment to a 42” x 57” oval for six or 
seven persons. When the full size is not 


needed, an automatic catch completely 
conceals the four leaves under the table. 
Continuous piano hinges connect the leaves, 
give the top a more attractive appearance 
and triple the normal load-bearing 
strength. The full range of table top sur- 
faces includes: Formica and other lami- 
nates; a newly developed sponge rubber- 
over plywood combination; and Duran 
over sponge rubber. For More Informa- 
tion Circle No. 182. 


OFFSET BORDERS 


A. A. Archbold, Box 332, 
Calif., offers the Book of Borders for 
offset reproduction. Printed on 80-lb. 
enamel, the 16-page 11” x 17” book 
provides 64 lineal inches of 81 different 
6 pt. and 12 pt. conventional borders (no 
rules). Borders can be mitred, butted or 
finished with any of several decorative 
corner designs included. Book may be 


Burbank, 
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Try a private automatic 


telephone system... -_ 
-S 
at NO EXPENSE! 


See how the DuKane 10/1 phone speeds office 
inter-communication —without tying up switchboard and 
outside lines. Ten locations dial for private talk. 
Voice paging available. Tiny, 11 lb. automatic switchboard 
fits anywhere in a jiffy. Modern desk or wall phones. 
Own for as little as $304.50 or lease if you prefer. 
Try it—ten-day free installation. 


write or wire DukKkawnw FE. CORPORATION 


Dept. O-60, ST. CHARLES, ILLINOIS 


For More Information Circle No. 264 
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used to make up borders, panels, coupons, 
boxes, certificates, diplomas, cover de- 
signs, title pages, menus and general deco- 
rative treatments. Designs may be com- 
bined to make borders of wider pattern. 
Book is $6. For More Information Circle 
No. 121. 


MICROFILM PROCESSOR 


Andre Debrie Mfg. Co., 14-29 112th 
St., College Point 56, N. Y., offers the 
Aiglonne America automatic daylight 
processor which develops microfilm at up 
to 1400 ft. per hour without darkroom 
facilities or complex installation. Has a 
minimum of moving parts, is completely 
self-contained and does not require special 
skill to operate. Will develop all existing 


Stacor’s lifetime steel 


ROLL FILE SYSTEM 


“Easy-file easy- 
find™ system to 
keep rolled prints, 
plans, maps clean, 
safe. 32 sizes —8 
lengths, 4 tube di- 
ameters. 

Send NOW for 
illustrated catalog of 
profitable, fast-moving 
Drafting Equipment 


STACOR EQUIPMENT co. 


333 Emmet St., Newark, N. J. 
Bigelow 2-6600 


For More Information Circle No. 346 





black-and-white emulsions to manufactur- 
ers’ recommendations. All temperatures 
are under constant control and processing 


R { B B O N S solutions can be quickly changed. Unit is 
available for 16 or 35 mm negative/posi- 


tive or reversal film. Reversal machines 
f also can serve as negative/positive units 
or if desired. Self-threading feature elimi- 
Hi h S d p , nates threading with a leader before or 

ig pee rinters after processing. Design also eliminates 
need for feed or take-up elevator. Prices 
H. M. STORMS COMPANY are $4200 for the 35 mm, $4500 for the 
561 GRAND AVE., BROOKLYN 38, N. Y. ig For descriptive literature, Circle 

















a 
For More Information Circle No. 347 
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NUHE PROFESSIONAL QUALITY 
PLASTIC BINDING! 


with these HAND-OPERATED 


PLASTICO 


PUNCHING & BINDING UNITS 





Model 24 
Punching Unit 
Precision-punches pages fast and easy Binding Unit 


with powerful SHEARING ACTION! Just insert cover and poges 


; . + - pull fever .. it’s PLASTICO-BOUND! 
¥ te | wa sine ate om 


nf 


so EASY, SO SMART, SO QUICK! 
Two simple operations complete a PLASTICO BINDING in 
minutes! Precision machines guarantee professional results. 
And these easy-to-operate machines cost so little they soon 
pay for themselves—save you money from then on in. Cata- 
logs, brochures, manuals, financial reports, price lists and many 
other items are all easily bound for a long life of service. 


A FEW PROFITABLE TERRITORIES OPEN 
for live-wire distributors. 


Punching and Binding Machine sales create continuous repeat-profits on plastic binding 
elements. Write on your business letterhead for full details. 
P.S. We also manufacture power equipment. 


For More Information Circle No. 223 


Gm PLASTIC BINDING CORPORATION 


BINDERS/ Originators of Plastic Binding in America 
ar 732 Sherman St., Chicago 5, lll. © 15 West 24th St., Nev York 10, N. Y 


Dept. O 732 Sherman St., Chicago, 5 Illinois 
Please rush FREE BOOKLET giving me full ciate chow 
the new PLASTICO Hand-Operated Punching and Binding 


Units for office use. 


Title 











, 








Model shown $1,275. 
Typewriter extra. 


THE BOSS CAN EXPECT TYPING PERFECTION 
IN MINUTES and know Auto-typist pays for itself in 4 months 


How would you like to have personally 
typed letters turned out 24 times the 
speed of the fastest typist? neat, erasure- 
free, error-free? With Auto-typist, one 
average typist can easily do 100 to 125 
letters each day—three or four times her 
normal typing output. 

Your return on initial investment is 
good. The price of a standard model 
Auto-typist, as low as $900, is equal to 
the salary of an average typist for only 
four months. That’s economy, even in 
the short run! Think of your savings! 


Operation is simple and foolproof. 
Precomposed letters, or separate para- 
graphs, are perforated on a wide tape 
roll and numbered to correspond with 
the pushbuttons on the panel. Then 
Auto-typist automatically picks them 
out, and ria them in correct sequence 
every time! Write for new Second Edi- 
tion, “Sixty Best Business Letters” and 
complete Auto-typist information. 


Au ito-TyPist 


AMERICAN AUTOMATIC TYPEWRITER COMPANY © 2323 N. PULASKI ROAD, CHICAGO 39, ILLINOIS 
MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 


For More Information Circle No. 297 
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DICTATING MACHINE 


Universal International Sales Corp., 314 
Fairview Ave. N., Seattle 9, Wash., is 
distributing a fully transistorized minia- 
ture portable Dictating Machine no larger 
than a camera. It weighs 3% Ibs. and 
is only 43%4” x 2%" x 8”. Operates on 
regular pen light batteries with up to 32 
minutes playing or recording time on each 
tape. One switch does everything—off 
position, stop, playback, rewind, and 


record. Complete automatic erase by re- 


recording on same tape. Tape can be 
used over again hundreds of times. Can 
be used to dictate or record while travel- 
ing in a car. List price is $97.50 with 
leather case, recording microphone, ear 
listening device, microphone for recora- 
ing telephone conversations, and a 90-day 
free parts and labor warranty. Other 
models as low as $88.88. Distributor and 
dealer distribution invited. For More In- 
formation Circle No. 118. 


PAPER ROLLS 


Rittenhouse Paper Co., 2600 N. Cly- 
bourn Ave., Chicago 14, IIl., announces 
that it is now manufacturing paper rolls 
for Sweda, Hugin, Regna, Anker and Oli- 
vetti machines. These rolls are as care- 
fully engineered to the manufacturers’ spe- 
cifications as the Rittenhouse rolls made 
for use in National Cash Registers. For 
More Information Circle No. 131. 
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WITH THE 
STAPLEX AUTOMATIC STAPLER 


Hand stapling is a pain in the palm! It’s time- 
wasting, costly, inefficient. And totally unneces- 
sary—because Staplex now has the automatic 
stapler to fit every need. 





Here’s how a Staplex can save you money by 
automating your stapling. 


@ It cuts stapling time 50% —frees employees 
for other jobs. 


@ It improves employee efficiency because it 
takes the drudgery out of stapling. 


How much money can the Staplex actually 
save YOU? It’s easy to find out. Just fill in the 
coupon below. We'll send you estimated sav- 
ings, based on the Staplex model we recommend 
for your needs. You'll see how quickly a Staplex 
pays for itself. 


FOR PROOF OF SAVINGS — MAIL TODAY! § 


The Staplex Company 
775 Fifth Avenue, Brooklyn 32, N.Y. 
We staple approximately hours per 
day. Average number of pages per stapled 
unit is 
() Send estimated savings plus free brochure. 
(J I’m interested in a ten-day free trial. 

No obligation. 





Address 





City. State. 





For More Information Circle No. 349 


_ 
fay 
© 








Brand new ’ TABULATING CARDS 


Jersey Tab Card Corp., Iorio Court, 


PAPER TRIMMER & Union, wen manufacturer of tabulating 

° cards, packs them in Store-Rite cartons 
CUTTER combined which store the cards properly until need- 
CUTS UP TO 50 ed. Boxes of cards can be removed from 


a full carton even by a girl when the 


SHEETS IN ONE carton is on a shelf. = first box can be 
removed easier than from a conventional 
STROKE 


6 MODELS: | 
14” 22” 28"32” and 
28” and 32”( foot models) 


KUTRIMMER | 


ALSO CUTS cardboard, fibreboard, 
foils, rubber, fabrics, leather, lino- 
leum, felt, thin plywood, thin soft 
metal and many similar materials. 


FOR EVERY BUSINESS: 
offices, plant, shipping, schools, 
banks, photography, and homes. 


See KUTRIMMER at your local 
dealer or write to 


MICHAEL LITH sales corp. 


147 West 45th Street, New York 36, N.Y. | carton ve three ag Pe Botha 
For More Information Circle No. 352 ite carton a 4 GwSy. Nee Cares Are 
bs Lena cat le seta easily replaced in the cartons and cartons 
NEW AND can be resealed since their tops are not 
ao eae on destroyed in opening. Each card box has 
INGE TYPE DOOR slots on its exposed front end to hold a 
BUMPER ‘ Pree vet 
sample card for quick identification. A 
You can regulate travel . r 
distance of door. Elimi- | tab on the box makes it easy to remove 
nate use of floor type | from a storage shelf. For literature illus- 
bumper and baseboard . ° ; i fs 7 
heater problem. Easy to | trating above features, Circle No. 186. 
install. No holes to 
drill. Ideal for 2 doors hung a few inches apart. 


Finished in brass, nickel, chrome and bronze. PENCIL CARBON PAPER 


Can be purchased at your hardware store or . . " . 
lumber yard, dept. or chain stores. Columbia Ribbon & Carbon Mfg. Co., 


Manufactured by Glen Cove, N. Y., has developed a blue 
GORDON ASSOCIATES Derby, Conn. solvent coated pencil carbon. According 
For More Information Circle No. 353 to the company, the solvent coated carbon 
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ANNY says: 


~ Boveo Ventilated (Chairs 


Offer Correct Seating for Every Need 


Eliminate the Office “Hot Seat”’ 


Increase Efficiency 


More Comfort 

Ventilation, plus firm resilient support 
eliminates the “office hot seat.” 
Longer Wear 

Webbing resilience is everlasting. No 
change in support after years and years 
of use. 

Higher Quality — Lower Cost 
Trouble-free Seng tilt mechanism, with 
nylon thrust bearings. Hooded 2” oilless, 
double row ball bearing casters—removy- 
able pin. 

Less Maintenance 

Outwears other upholstery, guaranteed 
for five years. No more broken springs, 
split seams. 

Variety of color in webbing 
Choice of 14 colors. Myriads of combina- 
tions. Guaranteed for 5 years. 


ES 45A 
Executive Swivel 
/2"' wide—I8"' deep 





VEN-THATION= 


No Office “Hot Seat” 


Buy BEVCO! 


Swivel Chairs 
Posture Chairs 

If its BEVCO— Reception Settings 
It’s the BEST... Coat and Hat Racks 








Built for Public Seating 
Safety Engineered 





























PS 33A SEE YOUR DEALER OR WRITE DIRECT 


Posture Swivel 
6 adjustments For More Information Circle No. 224 


B I V( | ) PRECISION MANUFACTURING COMPANY 
A A 83! Chicago Avenue, Evanston, Illinois 





Be Just as 
Proud of Your 
Erasing 
as You Are of 
Your Typing! 


Wiis on today’s su- 

perb machines— 

electrics or standards—typists make occa- 
sional mistakes. But you can be just as 
proud of your erasing as you are of your 
typing. Erasing results are almost unbeliev- 
ably clean and quick with these specially 
selected Weldon Roberts Erasers for cor- 
recting impressions made through carbon 
or jabric ribbons. 


JUST TWO EASY ERASING STEPS: 


fp 1. no. 448 GREEN GLow 

oe Removes surface carbon to pre- 

S 4 vent smearing. Soft green rubber 
4 encased in spiral paper wrap- 

ping with pull-string for easy 

repointing. 


2. no.3650GRAYPOINT WHISK P 
Removes the final image. W ood- 
cased eraser with quality gray 
rubber core. Easily repointed in 
any pencil sharpener or with a 
knife. Hexagonal; won't roll 
off your desk. With whisk for 
brushing away eraser crumbs. 
(NO. 365 GRAYPOINT, 


eraser without whisk.) 


same 


OR: No. 378 GRAYPOINT 
With same quality gray rubber 
core. Spiral paper wrapped, like 
NO, 448 Green Glow. The 
Graypoint Erasers are also superb 
for erasing impressions typed 
through fabric ribbons. 





Lakichorn, Ptr GET g MORAL Erarar 3650 WHISK 16°C 


Order these erasers today 
from your stationer! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 
W orld’s Foremost Eraser Specialists 


Enanaus 














—made from Columbia's patented Plasti- 
sol—eliminates tacking or sticking, a prob- 
lem in register and pencil carbons, and 
produces a brilliant blue copy. Columbia 
has laminated a porous plastic to the pa- 
per and filled it with an ink similar in 
action to ballpen ink. This not only elimi- 
nates sticking but increases the use of 
the carbons through the use of the Plasti- 
sol formula ink. Plastisol has a com- 
pletely even wear-down and will last at 
least four times longer than common pencil 
carbon. The copy produced is permanent, 
will not smear and is completely clean in 
handling. Copies made from Plastisol can 
be reproduced through most copying proc- 
esses on the market. Blue Plastisol pencil 
carbons are available in sheets, reams and 
rolls. For More Information Circle No. 
137. 
CATALOG CASE 


Leathercraft, Inc., 2320 S. Western 
Ave., Dept. A-9, Chicago 8, IIl., is intro- 
ducing a Sturdex Flat-Top Catalog Case 
that features a Stay-Open device: special 
metal hinges (patent pending) that auto- 


matically hold the overfolding flaps wide- 
open when case is opened. This permits 
the user to work at top efficiency as it 
affords wide-open viewing of contents and 
accessibility to anything in the case with- 
out having to hold flaps open. The case 
has large box-type capacity yet weighs less 
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Why hunt ... pull 


Flip the wheel (or touch the button in 
electric models) and you’ve got the card 
record you want. That’s all it takes to 
pick one card out of the thousands that 
fit in the compact and mobile Revo-File. 
Use Revo-File for inventory, personnel, 
data...any kind of card. Just drop your 
present cards in Revo-File. Get the full 
story. Mail the coupon, today! 


REVO-FILE SYSTEMS DIV., THE MOSLER SAFE CO. 


For More Information Circle No. 319 








Dept. 0-660, Revo-File Division 

The Mosler Safe Co. 

320 Fifth Ave., New York 1, N. Y. 

Send me information on MOSLER REVO-FILE 


NAME 
TITLE. 
COMPANY 
ADDRESS. 
CITY 





than some smaller cases. Two expanding 
side pockets for file cabinet efficiency plus 
spacious center compartment for catalogs, 
samples and bulky items. Covering of 
Sturdex is tough and durable; always looks 
smart and businesslike regardless of use. 
Like all Sturdex cases, this is uncondi- 
tionally guaranteed for five years; has plas- 
tic Perma-Edges and reinforced steel- 
construction Perma-Handle that will out- 
last the life of the case. Available in two 
sizes: 16” x 11” x 6%” and 18” x 12” x 
7%” in suntan or ginger colors. Retail 
price $19 and $21. Special prices for vol- 
ume users. For More Information Circle 
No, 147. 





ACOUSTICAL CEILING 


| Accesso Ceiling Products, Inc., 3524 

| Bagley Ave., Seattle 3, Wash., has de- 

| veloped a durable low-maintenance, com- 

| | pletely accessible metal acoustical ceiling 

ee © | which may be quickly installed in new con- 

* — | struction or remodeling. Common furring 

: BONDED BY PARSONS © | channels are suspended by wires from 

> | the structural or existing ceiling. Light Ac- 

cesso channels are clipped to the furring, 
With a prestige letterhead that 
looks and feels tops, erases 
clean, and carries a genuine 
Cotton Fiber watermark . . . she 
and her boss are bonded. Right 
for you? Of course — Parsons 
Bonds are unsurpassed. Ask 

your printer for - - - 


8 
Pr SONS 


KING COTION BUSINESS PAPERS and 12” x 24” enameled steel perforated 
pans are installed on the channels to 
conceal all suspension members. Incom- 
, ;' bustible sound absorbent pads are then 
YOURS: LetrerHEAD DE- laid within each pan unit. All pans can 
SY WONtD Famous prasr | be quickly removed, without damage, to 
INSTITUTE. WRITE ON YouR reach wiring, ducts and other utilities 
BUSINESS LETTERHEAD TO “1: . 
PARSONS PAPER DIVISION, above the ceiling. This feature also pro- 
NATIONAL VULCANIZED vides easy movement of partitions and 
FIBRE COMPANY, . ° . 
HOLYOKE. Massacuustrrs lighting fixtures as required. Standard 


For More Information Circle No. 321 
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Prices F.O.B. New York—Slightly higher Denver and West 


...our Thomas Collator earns its 
$1495 cost every 2 months!” 


Time savings does it! With the Gatheretie electric 
collator one girl collates where before it took three! 


What’s more, she does it comfortably at her desk. 
And when she’s finished, the lightweight and 
compact Gatherette is no trouble to put away. 


Why continue tiring, time-wasting hand 
gathering of duplicated sheets into sets? 

A Gatherette can work wonders in savings and 
morale! The Thomas people will gladly 
demonstrate that. Write them today and see. 


Thomas Collators Inc. VY 


100 Church St., Dept. B1, N.Y. 7, N.Y. 
aia 


For More Information Circle No. 225 
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“ 


the fastest, most economical way 
to produce SHARP, CLEAR COPIES... 
thousands if needed...in minutes! 


a aes 


” 


XEROGRAPHY 


and OFFSET DUPLICATING 


More and more, modern business 
relies on xerography ...the world’s 
most versatile copying process... as 
the fastest, most economical way to 
produce sharp, clear, high-quality 
copies . .. thousands if needed . . . in 
minutes. 

Every day, systems and proce- 
dures men find new uses for xerog- 
raphy ... enlarging, reducing, copy- 
ing onto all kinds of duplicating 
masters, simplifying operations, 
speeding vital changes to the field. 


Daily, xerography is contributing 
fresh and major economies to indus- 
try and government. It will pay you 
to investigate its benefits. Write to- 
day. Hatow Xerox Inc., 60-220X 
Haloid Street, Rochester 3, N. Y. 
Branch offices in principal U.S. and 
Canadian cities. Overseas: Rank- 


Xerox Ltd., London. 


HALOID 
XEROX: 


For More Information Circle No. 316 
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acoustical tile may be interchanged with 
the metal pan on the Accesso Suspension 
System as required by occupancy. The 
installed cost of the metal ceiling is ap- 
proximately that of the popular incom- 
bustible mineral tiles. For More Informa- 
tion Circle No. 116. 


CONTROL PANELS & WIRES 


Edward Ochman Systems, Box 141, 


Fairfield, Conn., announces a new line of 
Ockie machine control panels, wires and 





wiring components. These are manufac- 
tured in accordance with IBM specifica- 
tions for use with all IBM data processing 


equipment. The firm is seeking qualified 
representatives to call on data processing 
installations throughout the country. For 
new catalog and price list, Circle No. 193. 


EXECUTIVE DESK 


Avalon Desk Mfg. Co., 1330 East 16th 
St., Los Angeles 21, Calif., makes the Ava- 
lon Plateau executive desk which features 


three top panels inlaid with either Nauga- 
hyde or leather. Desk has full size filing 
and utility drawers; comes in a wide selec- 
tion of hardwoods and finishes. Available 
with or without matching chairs. For 
catalog describing the complete Avalon 
line of office furniture, Circle No. 195. 


FREE TELKEE booklet answers that 
question for you; shows how TEL- 
KEE saves you time and money, gives 
you new convenience. 


STOPS time wasted locating lost or 
borrowed keys 


MINIMIZES expensive lock replace- 
ment and repairs 


ORGANIZES 
orderly system 


all your keys in one 


What's more, TELKEE guarantees 
maximum security and privacy—keeps 
keys in authorized hands, always. 


Offices, factories, stores, schools, hous- 
ing, hospitals . . . there’s a TELKEE 
System to fit every size and type of 
application. TELKEE solves every 
key problem, efficiently, inexpensively. 


FREE—send today! 
~~ The MOORE 








ee) KEY CONTROL® 


For More Information Circle No. 325 
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COFFEE VENDER 


Demay, Inc., 2641 Decatur Ave., New 
York 58, N. Y., announces the Demay 
HBS00 new hot beverage machine that 
automatically makes a fresh cup of hot 
coffee, one cup at a time, from freshly 
ground coffee beans packed in individual 
aluminum containers. Upon the insertion 
of a coin (nickel, dime or quarter) and 
after selection is made, the portion-con- 
trolled container is automatically  re- 
leased from its storage compartment in 
the machine, positioned and immediately 
infused with flash heated water under 
pressure. Brewing takes place in sec- 


Seeei seas 


onds within the aluminum unit container 
so the maximum amount of oils and es- 
sences that make for good coffee are 
extracted. The used container is discard- 
ed when a new container is positioned in 
its place. Since only one cup can be 
brewed at a time, coffee is never exposed 
and suffers little deterioration of quality. 
The hermetically sealed Alumapak guar- 
antees a minimum shelf life of six months. 
Powdered cream and sugar are included 
in the Alumapak with the coffee. There 
are no sanitizing problems; no mixing 
bowls, reservoirs, cream canisters or lines, 
nor product metering devices that require 
scouring. Used ingredients remain in the 


Alumapak when discarded. The HBS500 
can be serviced in five minutes. One man 
can service up to 40 machines a day. 
Every sub-assembly could be exchanged 
in minutes. No technical skill is required 
to operate the machine. The Demay 
HEBS500 makes hot chocolate and brewed 
tea in the same manner. It permits up 
to ten selections. The cabinet is 21” deep, 
31” wide, 67” high. An inside opening 
door readily allows battery operation with- 
out the need for false fronts. Price of 
the unit is $1195 f.o.b. factory. For More 
Information Circle No. 156. 


FORMS PRINTING PRESS 


American Type Founders Co., 200 El- 
mora Ave., Elizabeth, N. J., has developed 
a rubber plate forms press to handle va- 
riable size snapout and continuous forms 
from 14” to 28” in cut-off sizes, and web 
widths to 26%”. This variable forms press 
provides greater flexibility to forms man- 
ufacturers for producing different size 


forms to meet customers’ special needs. 


Each of ATF's variable size forms 
presses comes equipped with four print- 
ing units which may be set up as two 
color printing units and two numbering 
units; as three and one, or other com- 
binations. To change cylinder circum- 
ference sizes, inking units are quickly 
rolled away and rubber plate printing cyl- 
inder removed and replaced by another 
cylinder of desired size. One set of cyl- 
inders for the three printing units comes 
with the press. Cylinders of other sizes 
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i a MAKE SURE YOUR 
Cray, “oe ee 


° gy tie 
gr DUPLICATOR 
“mae / a. 


IS iuaaas : 


Here are two important produc- 
tion aids that will enable your 
duplicator operation to turn out 
more work in less time at less cost. 


A CHALLENGE PAPER CUTTER 


Available in a wide range of sizes and 
types used by duplicator operations .. . 
lever and power types . . . 19 inches cut- 
ting width and larger. Save the time and 
expense of having cutting work done out- 
side. 


A CHALLENGE PAPER DRILL 


Handle your own fast drilling of loose 
leaf forms; also all your cornering and slit- 
ting or slotting work. Drill holes in a 2-inch 
lift of paper in seconds. Available in a wide 
range of models. 


Write for free descriptive booklets and 
names of local dealers or see your Challenge 
Printing Equipment Dealer. 


The CHALLENGE MACHINERY CO. Mallenag, 


GRAND HAVEN, MICHIGAN 


For More Information Circle No. 278 
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are available as optional items to meet 
all other requirements for snapout and 
continuous forms work. In the punch- 
ing unit three different fixed size punch 
units are supplied. In addition, provision 
is made in the frame for the installation 
of a punch unit of any size to run with 
comparable cylinders. This may be a 
duplicate of one of the three fixed sizes. 
Tab cutting for any size cylinder also may 
be supplied in place of additional punch 
unit. Two fixed size perforating units are 
supplied. Provision also is made in the 
frame for the installation of cross perfora- 
tion of any size to run with comparable 
cylinders. The Variable Size Rubber 
Plate Forms Press comes equipped with a 
40” maximum diameter roll feeder unit, 
and a 22” maximum diameter roll re- 
winder. A variator controls the speed of 
the metering roll, controlling the board 
length. High-speed zig-zag folders in two 
sizes, 842” and 11”, are optional equip- 
ment. For More Information Circle No. 
133. 


PENCIL SHARPENER 


Sterling Plastics Co., 1140 Commerce 
Ave., Union, N. J., announces that func- 
tional beauty and precision engineering 
are combined in the plastic and metal 
Sterling 500 Pencil Sharpener. Smooth, 


silent operation is accomplished by twin 
milling cutters of hardened steel in a Del- 


rin ‘cutter body. This cutter head assem- 
bly is easily removed for cleaning or re- 
placement. Extra-large housing is sealed 
tight against dust loss and needs emptying 
less often. All pencil sizes are accurately 
centered by the Sterling precision selector. 


180 


The sharpener is mounted in a transparent 
plastic blister on a three-color card for 
hanging or stand-up display. Suggested 
retail price is $3.85, and each sharpener 
carries a written guarantee. Dealer and 
jobber inquiries invited. For More In- 
formation Circle No. 152. 


AIR PURIFIER 


Manesco, Inc., 605 Plandome Road, 
Manhasset, N. Y., distributes the Manesco 
Air Purifier. Housed in an attractive cab- 
inet, a highly efficient fan circulates room 
air through both an activated charcoal 
and full depth Fram filter. The germ 
killing, permachem-treated Fram filter re- 
lieves many respiratory ailments. Its 
depth maze filtration traps all sizes of 


air impurities including bacteria and pol- 
lens. Activated charcoal filters out odors, 
smoke, smog and vapor. By freshening 
stale air without drawing in more air 
from outdoors, unit practically pays for 
itself by cutting fuel bills in winter and 
airconditioning costs in summer. Avail- 
able in three portable models: capacities 
of 100, 200, and 500 cu. ft. per minute 
for any room from about 10 x 10 ft. up 
to 20 x 25 ft. Only connection required 
is a standard 110-volt AC outlet. Models 
are also offered for flush wall installations. 
For More Information Circle No. 149. 
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..it takes a good 
business case to complete 
your sales picture! 


Look what a difference SrURDEX makes! 

The only business case made with the 

craftsmanship of finest leather cases 

... but at half the price. A sales-making 

case that’s always neat and business- 

like . . a durable case that outwears all 
others . . . guaranteed for 5 full years! 4 





CATALOG CASE — Opens Wide and STAYS OPEN! 


New flat-top Catalog and Sample Case with new STAY- 
OPEN feature! Exclusive hinges (patent pending) 
hold overfolding flaps wide open for easy access and 
viewing. Tremendous “box-type” capacity, yet weighs 
less than many smaller cases. Expanding side pockets 
for “file-cabinet” efficiency plus spacious center com- 
partment for bulky extras. Famous PERMA-EDGES 
and PERMA-HANDLE will actually outlast the long 
life of this exclusive STURDEX business case. At 
stationers, luggage or department stores everywhere: 


we 





~ — 
5-YEAR UNCONDITIONAL GUARANTEE | 


StruRDEX looks new longer . . . always ready 
for business. So wearproof, waterproof and 
weatherproof, we guarantee it for 5 full years! 


@Weathercrafe 


World's largest Manufacturer of Business Cases Exclusively 


2320 So. Western Avenue e Chicago 8, Illinois j 


~“SOSSCSCSSCSSCSSSSSSSCSSsSSeseSseeseseseeoe esos sess 


LEATHERCRAFT, Inc., 2320 So. Western Ave., Dept. A-9, Chicago, Illinois 


Please send full details about STURDEX, and the name 
of my nearest dealer. 


Name. 
Address. 


©1959 City. State 
For More Information Circle No. 226 
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“SAVE YOU MONEY‘ e 


Now! THERM-O-SEAL continuous and tabu- ye 
e lating forms, featuring economical carbon con- \@ 
@, struction, save you substantial time and money. \e 
With parts fused together at detachable margins \e 
& 


for trouble-free operations, THERM-O-SEAL 
forms assure you of complete form flexibility. le 


Non-slip, non-jam operation. No paste! No / 
crimp! No staples! THERM-O-SEAL 2 to 6-part ie 
© 


| ean 
forms provide all needed copies in continuous / 
unit sets for top efficiency performance. Tele- nas 
phone your Baltimore Business Forms Repre- le 


sentative today or write us for samples 


For More Information Circle No. 273 
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INK REMOVER 


Alvin & Co., 611 Palisado Ave., Wind- 
sor, Conn., introduces a remover that com- 
pletely removes ink. X-A Ink Remover, 
eradicates all traces of India ink, regular 
ink, pencil and ballpen, stamp pad ink and 
carbon. Specially formulated for use on 
all types of tracing papers, vellums, cloths 
and plastic mediums. Will not warp trac- 
ing paper nor damage plastic foil. Dries 
quickly so that the redrawing of copy 
over erased areas can be done almost im- 





mediately. Also 
cleans drawing 
instruments. X-A 
Ink Remover 
comes in durable 
plastic container, 
with handy needle 
spout with cover 
for $1.50. For | 
More Information 
Circle No. 138. 


PLASTIC 
MATTING 
Evans Specialty 
Co., 2401 Venable 
St., Box 8128, 
Richmond ‘23, Va., 
introduces its | 
Covamat plastic Wh 
mat to_ protect 
floors, rugs, walls 
and shelves at less | 
cost than rubber | 
coverings. Cova- | 
mat is made of | 





heavy gauge, semitranslucent polyethy- 
lene. This hard-wearing, scratch-resistant 
material allows wood, tile or carpet to 
show through. Mats are made with eight 


for SMALL 
and LARGE 
SPACES 


FORCE Daters fit the space 
of all office forms. Model 400 is 
ideal for narrow spaces—inven- 
tory, ledger, sales cards etc. 
Date changes with stylus. Model 
450 is all-purpose dater; month 
changes automatically after 3 Ist 
day change. Bold day figures 
are easy to see. 

Write for Catalog 


JAN 23757 


ty 


NOV 26 1970 


". A. & CO., Incorporated 
we 216 Nichols Ave 
ay Brooklyn 8, N.Y 


s Offices NEW YORK e’ CHICAGO e SAN FRANCISCO e MONTREAL 


For More Information Circle No. 365 
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gripping ribs per inch, which prevent slip- 
ping and keep mat in place. Available 
clear, or in beige, gray or green, and can 
be cut to any size desired. For More In- 
formation Circle No. 134. 


DESK SIGN 


Cel-U-Dex Corp., Box 1127, New Wind- 
sor, Newburgh, N. Y., offers an inexpensive 
sign holder for desktops, counters or in- 


formation windows. It is a transparent plas- 
tic pyramid with three usable faces, each 
142” across. Eight and 10” lengths are 
available. The triple-face makes it pos- 


It's unique! It's different! It's the 
realistic, modern and economical 
way to store office records in 
units that are carry-able. Effects 
savings of more than 75% on 


sible to have three name changes in one 
unit, or to combine names and informa- 
tional material such as “Next Window,” 
“Information,” “Closed,” etc. Inserts fur- 
nished can be written on, typewritten or 
printed. With each unit two _pressure- 
sensitive adhesive tabs are furnished for 
non-mar attachment to a desktop or 
counter. For More Information Circle 
No. 136. 


VARI-TYPER RIBBON 


Columbia Ribbon & Carbon Mfg. Co., 
Glen Cove, N. Y., announces the applica- 
tion of a plastic solvent ink formula to a 
polyester film base ribbon for Vari-Typer 
equipment. The formula used in the ink 
is a by-product of Columbia’s patented 
Plastisol which was first used as a copying 
sheet. The SF-50 “bonds” an image to the 
paper which will not rub off, smear or dis- 
tort, “even when you deliberately try.” 
Laboratory and field tests over the past 
six months are said to have proved that 


equipment costs and 300% on 
space costs. MIRACLE FILES are 
regarded as a MUST by modern 
management. Investigate today 
how they can curb rising costs. 


: Tops In Economy! 


* The PAIGE Company tg 


95 MADISON AVE 


Send new Brochure on MIRACLE FILE 


INDIVIDUAL 


NEW YORK 


16, N.Y 
0-6-60 
TITLE 





FIRM 





ADDRESS 





ZONE 


STATE 








For More Information Circle No. 348 
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EXTERIOR of Arkla 
Air Conditioning Corp. 


M. C. SCHRADER, Asst. 
Secretary & Treasurer. 


A NATIONAL SYSTEM 
paid for itself in less 
than one year here. 


NATIONALS help this corporation do three 
times as much work in two-thirds the time. 


AIR CONDI- 
TIONER op- 
erates on low 


“Our Wakonal Accounting System 
saves us *25,000 a year... 


returns 133% annually on investment.” 


—Arkla Air Conditioning Corporation, Evansville, Ind. 


‘*Prior to installing our National System, we read in one of your adver- 
tisements that Nationals would give us faster, more accurate information,’’ 
writes M. C. Schrader, Assistant Secretary-Treasurer, Arkla Air Condition- 
ing Corporation. ‘‘We aiso read that the National System would save us 
money — repay its cost quickly. This interested us. Soon after, we installed 
a National Accounting System. 

‘*Two years of usage definitely backs this up. Our National System has 
given us new speed, new accuracy, and surprising money savings. We now 
process three times the work in two-thirds the time necessary under the 


former method. Also, previous er- 


rors in addition have been com- 
pletely eliminated. Most important, 

Asst. Secretary & Treasurer. of 
Arkla Air Conditioning Corporation 


our National Accounting System 
saves us $25,000 a year. . . returns 

133% annually on investment.'’ 

THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 
1039 OFFICES IN 121 COUNTRIES 
76 YEARS OF HELPING BUSINESS SAVE MONEY 


For More Information Circle No. 


THE OFFICE 


June, 1960 


Your business, too, can benefit from 
the many time- and money-saving fea- 
tures of a National System. Nationals 
pay for themselves quickly through sav- 
ings, then continue to return a regular 
yearly profit. National's world-wide 
service organization will protect this 
profit. Ask us about the 
National Maintenance Plan. a 


“TRADE MARK REG. U.S. PAT. OFF. 
Oalional 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
nce paper (No Cazson Reauineo) 
261 
185 





Get EXECUTIVE copies 


ace) acim 20leramelia-1enam el arent 


copy machine with ... par. 


at oo TRANSLUCENT MASTERS 


heene e SHARP enough for the Board of 
altos Directors 


e FAST enough for the busiest 
executive 


e INEXPENSIVE enough for the 
smallest budget 





e From the most detailed engineering 
drawing to typed or handwritten re- PATERSON 


ports, every line is clearly reproduced 2) 
in seconds with Patapar Translucent : : A RC H M E NT 
Parchment masters. 2, 
Save time, save dollars and add PAPER CO. 
greater efficiency to your office. - BRISTOL. PA 
Write for samples of Patapar Trans- 
lucent masters. They’re available in a 
range from lightweight to rigid card 


PATERSON PARCHMENT PAPER COMPANY, Bristol, Pennsylvania 
Please send me sample kit and information about Patapar® Translucent Masters. 


Name 
(PLEASE PRINT) 
Title 








Company 
Address 














For More Information Circle No. 350 
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the copy is consistently clear, sharp and 
uniform even when it is enlarged “ten times 
or reduced to a minimum.” Reduction or 
enlargement of the image produced “even 
under magnifying glass,” will not show 
any indication of fabric weave, type fill-in 
or fuzziness. The ribbon is particularly 
good for photocopy work. The SF-50 is 
static-free. It is not intended for use on 
direct image paper offset plates. 


formation Circle No. 184. 


PAPER CUTTER 


Michael Lith Sales Corp., 


vantages of larger paper cutters. 
operation of the easy-to-read, 
handle side guide and back-gauge insures 
professional cutting and trimming by male 
or female office personnel. Designed to 


Simple 


meet the increasing need for paper cutting 


in offices with duplicating equipment or | 


electronic bookkeeping systems requiring 
ledger-statement sheet cutting. The Tri- 
umph has ail-metal frame construction 
and front wheel calibrator for automat- 
ically moving back-gauge to divisions of 
1/32” for precision cutting down to a 
1/2”. Cutting thickness in the 18” model 
is 31/4” high, over a ream of paper. 
Other features are ample working area 
for better handling; portability; simple 
operation safety and low cost. A Triumph 
can cut 5000 sheets in ten minutes. There 
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Its 900 | 
ft. length reduces the number of times the | 
ribbon has to be changed. For More In- | 


145 West | 
45th St., New York 36, N. Y., states that | 
the Triumph manual paper cutter has ad- | 


easy-to- | 


“Columbia chairs 
make 
good chest protectors 


... but my daddy says they’re 
the very best for his office” 
Send for catalog and names of 
authorized dealers near you. 
COLUMBIA-HALLOWELL 
Division 


Sps 


JENKINTOWN 88, PA. or 
SPS WESTERN, SANTA ANA, CAL. 
For More Information Circle No. 323 


ELIMINATE COSTLY 
‘Extended Coffee Breaks 


with VERSATIMER 


LIGHTWEIGHT 
PORTABLE 
NO WIRES 


COMES READY 
TO USE 


$34.00 
Postpaid 
New, low-cost automatic timing unit accu- 

rately controls the length of office coffee 
breaks. Set the number of minutes desired 
on the timer and forget it. VERSATIMER'S 
buzzer automatically signals the end of break. 
Acclaimed the greatest little time and money 
saver ever devised. Will save you hundreds 
of dollars each year. Write today for catalog 
sheet. 

Dealer inquiries invited. 


THE VERSATILE TOOL COMPANY 
122 Heywood Avenue © West Springfield, Mass. 
For More Information Circle No. 324 
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Your operator can 
feed stock with both 
hands with this 
Foot-Control Floor Model 


Sptunth 
PAPER DRILL 


ONLY 


*216° 


A price where 
most bench 
models begin, 





Faster workflow. Positive 2- 
hand control of stock. Ideal for 
wenn | operators. A real bind- 


ery ; 


Write us for details. 
LASSCO PRODUCTS, INC. 
485 Hagud St. * Rochester 6, N. Y. 
For More Information Circle No. 326 
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are two sizes: 14” and 18”. Available as 
additional equipment are attractive match- 
ing metal stands with storage shelf. For 
More Information Circle No. 197. 


DICTATION PRACTICE DISCS 


Steno-Discs, Dept. O, 1439 N. Western 
Ave., Hollywood 27, Calif., offers an easy 
way for stenographers and secretaries to 
maintain shorthand speed by the use of 
dictation practice records. Steno Disc Rec- 
ords are 45 rpm, unbreakable and are 
available in 60, 80, 90, 100, 110, 120, 130 


wpm in these subjects: business, legal, in- 
surance, advertising, sales promotion and 
medical. Letters are different in each 
speed and each record carries 12 minutes 
of dictation. Steno Discs are $1 each, 
postage prepaid, with money-back guar- 
antee. With an order of five, one is sent 
free. For More Information Circle No. 
122. 


CLOCKS 


Cincinnati Time Recorder Co., 1733 
Central Ave., Cincinnati 14, Ohio, offers 
a line of executive clocks as attractive and 
distinctive time indicators. Available in 
four styles and four sizes, the line covers 
a wide variety of executive office needs. 
Movements can be recessed into plaster, 
plaster board, wood or masonry walls. 
Styles are designated Marker, Modern, 
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Automatic 
Calculating Machine 


CALCULATING MACHINES, INC. 


527 MADISON AVENUE, NEW YORK 22, N. Y. 
Telephone: Eldorado 5-6066 
For More Information Circle No. 291 
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Now! The Only Sure Way To Keep Confidential Papers 


<= ABSOLUTELY 
Sa 


OUT HERE 
Lowest Price Machine on Market! | \ /\\ | _— 


\] 


No surer, faster or safer way to FREE: Illustrated, 
keep confidential papers secret ‘| descriptive folder 
than by positively destroying 1 giving details of 
them. Do it right in your own 

office with the new Shredmaster 1 free trial. Just 
Bantam 10. Anyone can use it. P write today to 
Handsome and modern in design, ai DEPT. A-6. 

clean and quiet in operation. Now 

at a new low price. (Other models 

of greater capacity available.) 


THE 


SHREDMASTER | 


PORATION 
384 Woodcleft pn 
Freeport, N. Y. 


For More Information Circle No. 228 
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Arabic and Mark-Arab. All have black 
hands and indicators with satin aluminum 
rosette. Black, bronze and gold anodized 
finishes are available. Time markers are 
wall mounted. Operating voltage is 110- 
volts 60 cycle. Clocks are also available 


for operation from either master clock | 


minute 
movements. 
12”,. 15", 18" and 24" faces: 
12”, 15” and 18” sizes, markers can be 
mounted on an aluminum back plate and 
furnished as a complete unit for simplified 
installation. For More Information Circle 
No. 154. 


STENCIL DUPLICATOR 


American Stencil Mfg. Co., 2714 Wal- 
nut St., Denver 5, Colo., offers an ink 


impulse or wired synchronous 


Each model is designed with | 
With the | 


20° 


| Isn’t much, but 
it will buy 
A.W.Faber 





-GRASERSTIK: 


The originol grey eraser point 


} —always best for erasing. 
| 


and open the 


door to a 


stencil duplicator that fits into a brief- | 


case and weighs 2 Ibs. Called the Ezy- 
Graph, it produces clear copies in black 


better job with a 


bigger salary. 
ERASERSTIK 
does away 

with sloppy 


strikeovers. 





7099} 


7099 


TK CALL SERVICE) u.s.A. 








7099B with brush 20c. 7099 
without brush 10c. Insist on 
the original and genuine 


or colors, and is easy to use with no 
repairs or service needed. Anyone can 
do stencil duplicating with runs up to 50, 
100 or more copies. The $19.95 price 
includes the necessary supplies and easy- 
to-follow instructions. For More 
formation Circle No. 165. 


SALESBOOKS 


Eddi Rose, 1930 Patterson Ave., New 
York 72, N. Y., makes manifold sales- 
books on NCR paper, requiring no carbon 
paper for making duplicate or triplicate 
copies in the usual way. There are 11 
stock sizes from 3%” x 5%” to 8%” x 
11%”, each containing 50 sets of duplicate 
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EraserStik by registered 
trade mark. 


SAPHIR Hand Sharpener 


works like magic. Gives you 


the correct point on your 


EraserStik—then stops 
sharpening. If you use one, 


you need the other. Ask your 


Stationer. 


A.W.Faber-Castell 


Pencil Co. Newark 3, N. J. 





RASERSTIK Gl SERVICED U.S.A. 
AW.FaBer GRASERS 


Shaped like 

a pencil, it 
sharpens like 
pencil to any 
style point yo 
prefer—biunt, 
medium or 
slender. 


For More Information Circle No. 322 


a 


u 
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(white and yellow paper) or 
(white, pink and yellow) sets. All forms 
carry customer’s heading and_ ruling. 
Books have wrap-around covers. No extra 
charge for consecutive numbering. As 
few as 125 books can be ordered. For 


triplicate 


illustrated literature with complete speci- 
fications and prices, Circle No. 187. 


BALLPEN 


Eberhard Faber Pencil Co., Crestwood, 
Wilkes-Barre, Pa., introduces the Fotorite 
reproducing ballpen recommended for use 
with diazo, photocopy, Verifax, Thermo- 
Fax, xerographic and offset processes. To 
meet the special requirements, the Fotorite 


sacrifices none of the qualities of Eber- 
hard Faber’s other Noblot ballpens. It 
has the extended writing tip, extra-long 
5%” cartridge, fluted cone and plastic 
point protector in a color to match its 
three ink colors: blue (1955), green (1956) 
and black (1959). Retail price is 39c each. 
For More Information Circle No. 146. 


INDEX TAB INSERTS 


G. J. Aigner Co., 426 S. Clinton St., 
Chicago 7, Ill., unveils index tab inserts 
in continuous strips made in regular or 
pin-feed styles. In regular form, these 
continuous strips enable non-stop manual 
typing of insert titles, saving time by 
eliminating frequent handling of shorter 
insert strips in and out of the typewriter. 
In pin-feed form, the continuous strip is 
punched for feeding into automated print- 


194 


ing equipment where insert titles are 
automatically printed from punched cards. 
A continuous strip of over 200 regular 
inserts will be included in all 100-per-box 
packages of Aico Ready-cut Shield Tabs 





on future orders at no increase in price. 
For users who buy index tabbing in larger 
quantities, continuous strip inserts can be 
purchased separately in either regular or 
pin-feed styles. For More Information 
Circle No. 189. 


SAND URNS 


Atlas Metal Spinning Co., 183 Beacon 
St., South San Francisco, Calif., presents 
four hourglass sand urns which have a 
removable screen inset for easy cleaning. 


Weight when filled with sand is about 34 
Ibs. Height is 20”. The four models are: 
AM408 with satin brass or copper finish 
on 20 ga. steel, shipping weight 9 Ibs.; 
AM409 with satin aluminum or black 


THe Orrice—June, 1960 





‘WHAT? OUT OF CATALOGS 
ALREADY? (si ertng ite” 


Do the higher costs of printing keep you from turning out needed catalogs, 
folders, mailers? Then you'll welcome the Rex-Rotary D-280. It produces real 
printing—in your office—at a fraction of the cost of outside printing. No 
specia! training is required. 


The Rex-Rotary D-280 prints from typewritten or typeset copy. It prints 
everything—drawings, charts, even photographs! In black, in color, in two 
or more colors. A unique ink control assures uniform printing. 


Anyone can operate the Rex- 
Rotary D-280. All the skills are 
built into the machine. It prints 
thousands of copies, automati- 
cally. Stops automatically, too! It 
gives perfect registration on multi- 
color jobs. It even prints from 
letter-size stencils without mask- 
ing (another Rex-Rotary exclusive). 
And your secretary will welcome 
the sealed ink cartridges, which 


eliminate messy fingertips. the OFFICE printing press 


Nicest thing about this ultra-modern, silk-screen mimeograpn is that 
only you know of its economy. Customers, dealers, salesmen, see clean, clear 
printing. Let us show you how companies—large and small—get more printing, 
at less cost, with a modern Rex-Rotary. The coupon on the next page will 
bring all the information. Fill it out—mail it now. 


For More Information Circle No. 229 





RETAILER BEATS 
ADVERTISING COSTS 


Prints own direct mail, 
plows savings back, 


increases turnover by 60%. DO STI LL MORE 

“d 
NEW YORK, Bellaire Liquors, AVE ILL M Ri 
Inc., of Jamaica, New York, found 


that spiraling printing costs 
drained the profits from direct Once you're producing eco- 
mail efforts. Rather than eliminate nomical office printing the 
advertising, the firm looked for easy, low-cost Rex way, you'll 
ways to reduce costs. welcome the exciting possi- 
EE Ee bilities of these other money- 
saving Rex products: 
Rotary System,” says Mr. M. 
Schwartz, Bellaire owner, “be- 
cause it slashes printing costs 
without reducing quality. Rather 
than pocket the savings, we plow 
them back into more mailings. Re- 
sult? After 14 months, our turn- 





etches 
stencils 
electronically 











over rate is up 60%.” 

Mr. Schwartz cites these rea- in stencil making. Just insert 
sons: 1—more advertising to each type proofs, printed matter, 
prospect, at no extra cost; 2—more clippings, drawings or pic- 


ELECTRO-REX, a revolution 


attractive advertising, with multi- tures. While the drum 
rotates, every detail is faith- 


colors; 3—no hidden costs, all work fully transferred to a mimeo 

done by store personnel. stencil or offset plate—elec- 
“As if that weren’t enough,” tronically—at only pennies 

adds Mr. Schwartz, “our Rex- per stencil. No darkroom. No 

Rotary eliminates all other out- chemicals. No special 

‘ now training. 

side printing. We even turn out 

our own business forms and store 

hand-outs.” 


ee ee oe ; ws 
Rex-Rotary Distributing Corp. » 387 Park Ave. So. sets type 


i? 

New York 16, N.Y. + MU 4-5405 eeteenens a 2 
I'd like more information on the 

C)Rex-Rotary D-280 
OClElectro-Rex ()Foto-Rex New FOTO-REX lets you pro- 
Please C) send literature duce crisp headlines—on the 
Cicall to arrange a demonstration spot—at irresistibly low cost. 
sisi Hundreds of ‘ype — and 
: sizes available. Special 
— we No. 229 fonts, logos or screens made 
to order. Easy? Just insert a 
Os letter—expose—dial the 
spacing. Only $139 30 

Address 


BHeHHE He es a eee eee== 




















Firm Prone 








crinkle finish on 18 ga. aluminum, 6 lbs. 
Units are individually boxed. Special in- 
set with cigarette holder also available. 
For More Information Circle No. 166. 


FINGERTIP MOISTENER 


Lee Products Co., 2736 Lyndale Ave. 
South, Minneapolis 8, Minn., in redesign- 
ing the Sortkwik package into a round con- 


fA ins 
qn PASTEQ~ 


tainer, has made this fingertip moistener 
more convenient to use. The easier-to- 
handle shape permits every bit of 
moistener to be picked up by the finger- 


\ You Gain with 


tips from the rounded bottom. The red- 
and-white cover design gives instructions 
on use. The greaseless, stainless, tacky 
film that Sortkwik creates on the finger- 
tips makes it easy and faster to work with 
papers of all kinds. It does not stain or 
smudge, is non-drying, non-allergenic and 
easy on the hands. For More Informa- 
tion Circle No. 180. 


SEAT CUSHIONING 


American Excelsior Corp., 1000 N. Hal- 
sted St., Chicago 22, Ill., offers Urafoam 


custom molded seat cushioning of poly- 
ether (urethane) foam. According to the 


SHANNOVUE 


VISIBLE EQUIPMENT 


YOU GET THESE DESIRABLE COST ADVANTAGES: y 


f 


’ A 
REDUCES OBSOLESCENCE: COST. Simple modifications 
keep Shannovue tailored to your system, made pos- 
sible by a wide variety of record-keeping forms. 


REDUCES REPLACEMENT COST. Quality-crafted Shan- 
novue equipment gives long service, smooth perfer- 
mance. 


RECOVERS INITIAL COSTS QUICKLY. Shannovue brings 
speed and accuracy, saves costly work hours, in- 


creases worker efficiency. 


- ee 


(Gamat) 1S: (‘sam WRITE FOR CATALOG | 





AND LOCAL DEALER 


THE H-O-N CO., MUSCATINE, IOWA 


so hea are sae gaat da Siena ean nae ca 


For More Information Circle No. 366 
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pECI 


1/2 OF NATION'S BANKS 
SPECIFY THE 


COIN CHANGER 


: 





. 


Keep costs down... Efficiency up. Customer 
service flows easily . . . smoothly . . . with 
exacting accuracy. Keys need only the light- 
est pressure to operate. Compact size. 

Other built-in MP advantages are: 

e Modern Aircraft Aluminum construction 
e Removable Top Tray and Inner Box 
e $125 capacity (pennies through 4 dollars) 
e Choice of four decorator colors ¢ Guaran- 
tee: parts, workmanship only $69 plus tax. 


Inquire about other MP Coin Changers at 
your nearest dealer. MP...the value leader. 


Since 1940 
METAL PRODUCTS ENGINEERING INC 


M, 4000 Long Beach Avenue 


Los Angeles 58, California 
For More Information Circle No. 355 


CONFIDENTIAL 


MAP FILE 
MT4 — WITH 
LOCKING DOORS 
STURDY METAL CABINET 
map file, has 112 tilting 
tubes. Easy to file and 
find maps, tracings, blue 

prints to 60”. 

Patent No. 1610368 MAIL ORDER TODAY 

SCOTT-RICE CO. 6105S. Main, Tulsa 19, Okla. 
For More Information Circle No. 356 
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| manufacturer, it combines the advantages 


of urethane foam products with more com- 
fort, stability, and flexibility. Urafoam is 
odorless, mildew-proof and allergen-free. 
It has been field tested, and is already 
being used by several manufacturers of 
office furniture. Free sample cushion to 
furniture manufacturers: Circle No. 110. 


DISPLAY GONDOLAS 


Reflector Hardware Corp., Dept. FP-1, 
1400 N. 25th Ave., Melrose Park, IIl., 


offers catalog 3000G-11 describing Space- 


master 3000, a complete line of floor gon- 


| dolas and wall sections with lock-in bases, 


furnished in 18”, 21”, 24”, 30”, 36”, 42”, 


48” and 60” widths x 30”, 48” and 60” 
| lengths. 


Heavy-duty, all-steel, double 
slotted uprights are available in 54” and 
84” heights. All component parts (bases, 


shelving, panels, etc.) are fully interlock- 
ing and interchangeable when used in the 
same modules. Equipment can be as- 
sembled by unskilled labor without spe- 
cial tools, screws, bolts or other fastening 
devices. Component wall hardware can 
be interchanged on the same size floor 
gondolas, and vice versa, permitting com- 
plete flexibility in fixture arrangements. By 
starting with a basic unit and ordering 
modular add-in sections, any desired fix- 
ture length can be made. Floor gondola 
systems are available completely packaged 
with or without diamond perforated metal 
shelving and brackets. Wall sections are 
available only without shelving, permitting 
retailer to arrange shelving to his re- 
quirements. The steel shelving, plain and 
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New Venus’ 3500 with 
amazing All-Purpose lead 


does what 
no other @pencil can! 


One look at the evidence shows you 
that the Venus 3500 not only out- 
performs other pencils! It even does 
many writing jobs better than ball 
pens! That’s because this remarkable 
pencil contains an entirely new lead 
created by Venus research. This new 


STRONG as a hard-lead pencil. Even heavy 
writing pressure can't break point. Result: less 
time lost sharpening, greater economy. 


BLACK as a soft-lead pencil. Until now, hard 
leads write "light." 3500 lead writes black, 
reads clear; won't smudge, it erases clean. 


NEW COMMERCIAL PACK 
The new Venus 3500 comes 
packaged 100 pencils to the box. 
This means easier storing, 

easier stock control, 

increased savings. 


FRR cme cree 
@ meQgvscerrs 


tpn 


lead is up to 50% stronger than the 
lead in other branded office pencils.* 
Its unique qualities mean you now 
need only the Venus 3500 ALL-PUR- | 
POSE for most writing jobs. Order 

from your stationer today. 
* Independent laboratory tests 


Aiea: 


CARBON COPIES Extra point-strength enables 
you to make as many clear carbon copies as 
any ball point pen without cutting paper. 


REPRODUCES better In office copying ma- 
chines than most ball pens with special inks. 
Comments, ete. reproduce with remarkable 
clarity. 


VENUS 


3000 


FREE! Ask your stationer for a sample Venus 3500, or write Dept. 


OF, Venus Pen & Pencil 


Corporation, Lewisburg, Tenn. 


For More Information Circle No. 230 
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ACCOGRIP® holds together business or personal papers, work sheets, photos, artwork. No marring. You insert or remove sheets instantly. 


ONE FINGER DOES IT! 


e press to close 


SURE GRIP. Test it yourself! Accogrip has HOW MANY USES have you for Accogrip? NEW! Revolutionary mechanism. Closed- 
%” capacity —yet holds even one sheet Ideal for reports, letters, records, blue- back design. Genuine pressboard cover — 
securely. Contents stay put until you prints, catalogs, photos, sheet music. firm, flexible, long-lasting. Red, black 
release spring-action grip. Keeps material on hand, intact, in order. grey, green or blue. Letter or legal size: 


50 YEARS of leadership in binder design and filing systems a 
precede Accogrip. Now at office outfitters everywhere. Or write A OG a | fe 
ACCO PRODUCTS, Division of Natser Corporation; Ogdensburg, N. Y. Cc 
in Canada: Acco Canadian Co., Ltd., Toronto. ACCO PUNCHLESS BINDER 


For More Information Circle No. 257 
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perforated center panels, bases and other 
components come in standard ivory or 
gray, or in six decorator colors for 
small additional charge. The 44-page 
catalog lists a complete line of accessories. 
For a copy, Circle No. 111. 


FORMS NUMBERING MACHINE 


English Numbering Machines  Ltd., 
Queensway, Enfield, Mddx., England, 
makes the Model 4533 Numbering Ma- 
chine with steel self-inking wheels and 
specially engraved figures for numbering 
all the forms in a set whether they be 
spot carbonized, carbon interleaved or 
on NCR paper. Office managers are 


invited to submit to English Numbering 
Machines, Ltd., at the above address, a 
sample set of the forms they are using, to- 
gether with details of any special require- 
ments. The standard machine has six wheels 
and eight actions(repeat, consecutive, dupli- 
cate, triplicate, quadruplicate, quintuplicate, 
sextuplicate and 12 times repeat). The fig- 
ures can be preceded by the date, or the 
machine can incorporate particular code 
references to order. In most cases, de- 
pendent on the number of forms and qual- 
ity of the carbon, a ground-steel backing 
plate is recommended and supplied by the 
manufacturers where required. A ma- 
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fully automatic... 
er modestly 


time recorder 


Accurately, time is registered the in- 
stant the time card is inserted... in 
two colors and correctly positioned, 
with IN and OUT separated in two 
columns. Impossible to overprint. Yet 
this completely automatic 8800 Time 
Recorder is priced within the range 
of typewriters. 

Send today for full details. 


88 Third Street, N.W. Atlanta, Ga. 


Gentlemen: Without obligation, please send 
me full information, including prices, on the 
completely automatic 8800 Time Recorder. 


Name 
Company. 
Street 











Zone. State 





For More Information Circle No. 354 








LEADING TEXTILE COMPANY 
Aumousces Development 


DISPOSABLE 
CLOTH TOWELS | 


~ | 


YOU ARE INVITED TO TRY ONE OR ALL STYLES 


ana 5 Be hoa 


aye 








Epa ef 
ener eek 


Cie ea 


DESIGNED FOR 
HAND TOWELS POLISHING 
WIPING DUSTING 
RSVP FOR SAMPLES & INFORMATION 


CHICOPEE MILLS, 


INC, 
47 WORTH ST., N. Y. 13, N. Y. 


ae ceeeieates See 


| 
| 











NEW! All Purpose 14%” PAPER CUTTER 
SAFE... ACCURATE...STURDY...EASY TO OPERATE 


At a Sensational Price 
Only $139 50 cist 


HEAVY DUTY 
PAPER PRESS 
FULL WIDTH 
ADJUSTABLE 


CUTS 1%" 
THICKNESS 


PORTABLE 


WICKEL-PLATED 


NO STAND OPERATING PARTS 


REQUIRED 


AUTOMATIC 
SAFETY DEVICE 


ANYONE CAN OPERATE the NEW HOMS M14 All Purpose 1442” 
Paper Cutter easily, accurately and in complete safety. Precision 
engineered, the Model M14 has features matched only in higher 
priced cutters . . . such as: automatic safety device, heavy duty 
paper press, full length side guide, full width adjustable back 
gauge and two permanent rules so that back guide may be set 
and locked for any paper size required. See your dealer TODAY! 


a? 
eat 


For More Information Circle No. 343 : 








} WRITE TODAY for BROCHURES DOUGLAS 
Complete INFORMATION. HOMS [aan ted MS co gg: 


' 
1 Office Products, Department O: Fan tarts tT TP) 


For More Information Circle No. 344 
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chine can also be supplied for numbering 
hectograph masters when forms are re- 
produced on spirit duplicators. For More 
Information Circle No. 141. 


STAMP AFFIXER-SEALER 


Stampton Mfg. Corp., Glen Cove Ave., 
Glen Head, N. Y., offers the Stamp-O- 
Sealer which stamps and seals outgoing 
mail. The all-steel unit is lightweight 
and attractive in gunmetal gray. To seal, 
envelope flap is slipped into slot, stamp 


is brought into position by twist of dial, 
and plunger is pressed. Easy to operate 
and maintain, one filling of its water res- 
ervoir stamps and seals up to 1500 en- 
velopes and eliminates hand stamping. 
Priced at $9.95 (plus shipping costs). For 
More Information Circle No. 157. 


CARD DUPLICATOR 


Print-O-Matic Co., Inc., 724 W. Wash- 
ington Blvd., Chicago 6, Ill., makes the 
improved A-2G card-sized duplicator that 
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the new miracle 
TRANSISTOR 
LOUDSPEAKER 
for your 
TELEPHONE 


only $39.95 
plus $1.75 for Battery 


Now everyone who uses a telephone 
can sit back, listen and talk completely 
relaxed—with both hands free! VOICE- 
CASTER is the amazing new transistor 
two-way loudspeaker that works with 
ANY standard cradle phone, When 
phone rings, you just place phone in 
VOICECASTER. Now you can hear per- 
fectly without holding receiver to your 
ear—and at the other end of the line 
your voice is carried loud and clear— 
even cross country! 


No Installation — 
No Electrical Connecticn! 


VOICECASTER is completely portable 
—nothing to install—no electrical con- 
nection with the phone. Action is fully 
automatic—nothing to turn on or off. 
Volume control adjusts sound at the 
turn of a knob. Makes phoning a pleas- 
ure—you can hold conferences during 
phone call, take orders and notes, sort 
papers, refer to files—even 10 feet 
away from phone! Secretary can jot 


ide, U.S, Corer 
Du Pont ectric Continen 
Westinghouse United Aireraft Corp. 
Libbey-Owens- Wyeth international 


Dealer Inquiries Invited 


LEE COMMUNICATIONS, INC. 


DEPT. OF, 470 PARK AVE., SOUTH, 
NEW YORK 16, N. Y. 


NOW — CARRY ON YOUR PHONE CONVERSATIONS 
WITH NOTHING AT YOUR EAR OR IN YOUR HAND! 


... win WOICECASTER 


notes on two-way conversation or 
record on tape recorder. VOICECASTER 
makes the perfect business gift—and 
is ideal for your wife for use while 
ironing, etc. 


VOICECASTER is built to highest stand- 
ards, featuring a rugged transistor 
circuitry powered by a battery that 
lasts more than a year. VOICECASTER 
is the ONLY loudspeaker system that 
works on ALL phones—not just one 
type. Order your personal unit today 
on this guarantee: if you are not 
thoroughly delighted with the time- 
and money-saving features of VOICE- 
CASTER, return it in 10 days for re- 
fund or credit. One low cost—no con- 
tinuing rental charge: only $39.95 plus 
$1.75 for Battery. 


ORDER BY MAIL— 
MONEY-BACK GUARANTEE 


LEE COMMUNICATIONS, INC., Dept. OF 
470 Park Ave. South, New York 16, N. Y. 


Ship ——-————— VOICECASTERS @ $41.70 
each, including Battery in 


() Black [) Gray 
OC Bill me plus postage & handling—$1.50 
() Check enclosed. Ship postpaid. 


Company 
Address 


Ge See e ea ea eee eee ee) 


....State . 
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For More Information Circle No. 231 
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You Get Things Done With 
Boardmaster Visual Control 

















yy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

vy Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

yy Ideal for Production, Traffic, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
‘Over 500,000 in Use 


0 
Complete price 549° including cards 


| FREE | 24PAsE B00KLET No. F-100 
Without Obligation 

Write for Your Copy Today 

GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
For More Information Circle No. 341 


How You Can $AVE MONEY by using 


Gardner's SUPER-RITER Quality Office Pens 
Money back guarantee. Return at our expense within 10 
days after receipt of pens if not entirely satisfactory. 
Red, Blue, Green, Black ink. Light, slim, comfortable 
like a pencil. Real fine point. Praised by Accountants, 
Auditors, Bookkeepers, Stenographers—for fine writins— 
ledger sheets, Visible card records, Charts, Retail 39c 
each. Your NET Cost: 

| dozen 


Inventory, 

















~~ Fae Poawt 





$3.25 per dozen 
3 dozen 3.10 per dozen 
6 dozen up 3.00 per dozen 
Ink colors may be asscrted to obtain better rate. We 
pay postage anywhere in USA, Order in quantity and 
$ave. You can’t lose. 
GARDNER STAMP COMPANY 
166 South Washington St., Wilkes-Barre, Pennsylvania 


For More Information Circle No. 342 
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| less than an hour. 


| ing plate. 


retains the economy, durability and work- 
manship of previous models with added 
features. The feeding arm prevents lint 
formation. Automatic push and roll feed- 


| ing can handle stock as thin as tissue or as 


thick as cardboard, up to 4” by 6”. Runs 
of over 2000 copies can be completed in 
Table-top operation 
is convenient because duplicator measures 
only 6” high, 13” long and weighs only 5 
Ibs. Retails for $19.95 plus tax, complete 
with cover and kit of card-size stencils, 
Plasti-Pakt ink, stylus, ink brush and writ- 
For More Information Circle 
No. 127. 


PLASTIC ADHESIVE 


Delkote, Inc., Box 1335, Wilmington 
99, Dela., says that mounting, holding, 
anchoring or posting tasks are easier with 
Delkote Solid Tak which sticks indefinitely 
to any clean, dry surface; yet can be re- 
moved in seconds and reused as often as 
desired. It will hold objects weighing 1 


Tha 


lb. to vertical surfaces. After use, it 
rolls away neatly without tearing paper or 
leaving gummy residue or unsightly holes. 
It holds equally well to paper, masonry, 
plaster, painted surfaces, wood, metal, 
ceramics and glass—but doesn’t stick to 
the fingers. Since it is unaffected by 
water or temperature variations, it can be 
used indoors or out in any kind of weather. 
Besides mounting pictures or posting signs 
on walls and windows, Solid Tak anchors 
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al McBee 


automation down to size sit 
at Cadillac Gage ) 


Cadillac Gage gets tight production and labor control...reduces 
clerical costs by 30% with easy-to-use Automatic Keysort 


Neep: fast, accurate management reports for control- 
ling production of ultra-precision units—and a 226- 
man work force. 


Company: Cadillac Gage, leading manufacturer of 
electric-hydraulic servo valve assemblies for missiles 
and aircraft. 


So.uTion: the easy-to-use, low-cost machines and 
punched cards of Automatic Keysort Data Processing. 


Metuon: Keysort punched cards, mechanically code- 
notched with required information for rapid sorting, 
are created as original documents for 1) material 
planning, 2) job-routing and 3) labor distribution. 
Upon completion of each job, the accounting de- 
partment automatically processes the collected in- 
formation with the Keysart Tabulating Punch—in- 
ternally coding the cards with actual and estimated 


time of job. This unique machine then automatically 
produces a tabulation of variance in work time by 
work center and order number. 


Resutt: with the comprehensive, on-time reports 
made possible by Automatic Keysort, Cadillac Gage 
is now able to pinpoint any job in the plant . . . can 
determine the cost of labor and the total time spent 
on each job by department and individual clock num- 
ber. Knowing where they stand, management can act 
at once to correct a profit-losing situation. Best of all, 
it's done without specialized personnel. Without re- 
strictive procedures. And at remarkably low cost. 


For a detailed report on Automatic Keysort Data 
Processing at Cadillac Gage, call your nearby Royal 
McBee Data Processing Representative, or write 
Royal McBee Corporation, Data Processing Division, 
Port Chester, New York for Case History 977. 


ROYAL MCBEE. data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


For More Information Circle No. 318 
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When you can’t see the business 


for the paper work 
call Reynolds & Reynolds! 


Reynolds and Reynolds representatives are experts at 
eliminating deadwood paper work, trimming and revitalizing 
existing forms to streamline office procedure, or economi- 
cally designing and coordinating new forms into an efficient, 
integrated system. Hundreds of companies have enlarged 
their business perspective by installing Reynolds & Reynolds 
custom-tailored payroll checks, voucher checks, purchase 
orders, invoices, inventory records, production records, 
letterheads, envelopes, customer statements, machine 
accounting forms, bills of lading, journals and ledgers— 
to mention a few! 


Have a Reynolds & Reynolds representative go over your 
paper work with you! There’s no obligation! 


Write to the Reynolds & Reynolds Company, Dayton 1, Ohio 
for this free booklet “10 Ways To Make Your Business Forms Pay Dividends” 


The Reynolds & Reynolds Company 

DAYTON, OHIO e@ CELINA. OHIO e@ DALLAS. TEXAS @ LOS ANGELES. CALIFORNIA 
BUSINESS FORMS AND SYSTEMS SINCE 1866 

Also manufacturers of Post-Rite Pegboard Accounting Systems 


For More Information Circle No. 263 
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business machines, glass desktops or desk 
pads and keeps open bottles of ink and 
the like from being upset. Packed in a 
clear plastic box which contains two 34%” 
x 24%” x %” blocks of the material and 
complete instructions for 89c. For More 
Information Circle No. 112. 


CHAIR CUSHIONS 


Chicago Desk Pad Co., 4640 N. Oketo, 
Chicago 31, IIl., offers three new lines of 
chair cushions individually packed in im- 
printed poly bags in 17” x 18”, 15” x 17” 
and 144%” x 15” sizes. The open bottom 
Executive Line 880 series are covered 
in Claremont fabric in either brown or 
green and retail from $8 to $9 depending 
on cushion size. The Budget Chaireeze 555 
series has a rattan top with corduroy sides 
and bottom, in brown, green or red and 
a 2” poly foam cushion. They retail from 
$4.95 to $5.95 depending on size. The 
Budget Chaireeze 255 series is a reversible 
knife-edge chair cushion with rattan on 
one side and corduroy on the reverse side, 


mela@malela= 
Tabiolaulelilolamaclaliclar 


in brown, green and red, from $2.85 to 
$3.50 depending on size. For More In- 
formation Circle No. 164. 


COMPASS 


C-Thru Ruler Co., 827 Windsor St., 
Hartford, Conn., introduces a compass 
designed to serve both general and pro- 
fessional use. Arc calibrations are ac- 
curate and clear, and arc pointer selects 


new 


Torpedo Dynacord 


Office Typewriter with latest 


t-te alalieve] Ma-tilal-tail tale 


TORPEDO BUROMASCHINEN WERKE AG © FRANKFURT/M.- ROEDELHEIM 


Founded 1896 


West Germany 


For More Information Circle No. 376 
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OFFICE AIDS SELL 
easier, faster, better! 


NO-OVER-FLO SPONGE CUP. Ends water 
marks on furniture and papers. Built- 
in rubber rim provides stability, pre- 
vents scratching. 


ideal Sanitary Moisteners. 
Designed for convenience, 


efficiency. 


agi ens 3 

Flexible Steel 

Kleradesk — 
Model D 
ee 


Adapto-Rack 
Sectional 
Organizer 


Write today for full information and prices. 


a 


a 


Flexible Stee! 


Kleradesk — 


Model 6V 


Cata-Rack 
for Catalogs 
and Books 


~~ 


“Build Up'’ Horizontal 
Desk Tray. 
legal sizes; 


In letter and 
colors. 


File-A-Sist 
Speeds 


“Capillary Action'’ 


Handi-Pen 
Desk Sets 


12-6 Senubuseh Building 
Milwaukee, Wisconsin 


For More Information Circle No. 375 
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and sets radii up to 6”. Even when fully 
extended the compass point engages paper 
or board and will not enlarge the hole. 
Screw assembly permits compass adijust- 


cTHRY 
PROFESSIONAL 
COMPASS 


ments when needed. Attractive, phos- 
phorescent Day-Glo counter display is 
furnished with each order. For More In- 
formation Circle No. 120. 


SHELF FILE FOLDERS & GUIDES 


Amberg File & Index Co., Kankakee, 
[ll., offers side-tabbed folders and side- 
tabbed guides. The heavyweight manila 


| folders are stocked with full cut tabs 8” 


wide with rounded corners ready for tab- 
bing in any desired position. The 25-pt. 
gray pressboard guides have a double-win- 


THe Orrice—June, 1960 





Imagine .. nots... but 


10 COPIES FROM 1 NEGATIVE! 


WILL 
GET 


For More Information 
Circle No. 232 


WORLD'S FASTEST PHOTOCOPYING MACHINE AT ANY PRICE 


COPIES ANYTHING: Clean reproductions 
from any material, any ink, all colors — and 
red too. 

ECONOMICAL! Cuts cost of photo copies 
in half. 

CONVENIENT! Needs no warm-up time — 
ready to use at the flick of a switch. 
DURABLE! Lifetime construction — engi- 
neered for years of service. 

COMPACT! No extra equipment needed. 


CORPORATION 


215 Fourth Ave., New York 
Phone: ORegon 4-5582 


Space-saving wall mount, or, if preferred 
use it on the desk. 

AUTOMATIC! Electrically-driven compo- 
nents eliminate hand operations — just feed 
ew into slot—the machine does the 
work. 


SAFE! No unpleasant odors or fumes, no 
blinding lights, no hot grids, no messy trays. 


SIMPLE TO OPERATE! You'll learn the 
knack in less than 5 minutes. 


MAIL THIS COUPON TODAY! 

COPYCAT CORPORATION 

215 4th Avenue, New York, N. Y. 

will you have your yo lal arrange @ MiG 
ti ior me 





NAME 
ADDRESS 


CITY ZONE STATE___. 











dow, black metal tab at an easy-to-read 
45° angle. The tab can be used with 
standard alphabetical and numerical in- 
serts. Guides are available with or with- 
out metal hooks, which can be positioned 
on the back of the guide to fit any shelf 
design. For More Information Circle 
No. 113. 
Be ca A 
Your Stationer has SORTKWIK or LETTERING TEMPLETS 
will stock it for you. Only 50c each, Letterguide Co., 2709 O St., Lincoln, 
For More Information Circle No. 398 Nebr., offers two additions to its templet 
gs | line for precision hand lettering. First 
is a series of 92 templets which extends 
the range of letter sizes from 3/16” to 
choice of colors for: 3/4” in all their 40 alphabets. By using 
DISPLAYS the adjustable Letterguide Scriber it is 
CONTROL BOARDS possible to produce lettering from %” to 
MARKET MAPS 1” in the 40 alphabets. Lettering up to 2” 
SIGNS can be produced in several of the alpha- 


Write for FREE folder, 
samples 


THE Lumi-plug COMPANY 
15 W. 44th Street, New York 36, N.Y. 











For More Information Circle No. 399 
pees Morte sfeofe fe she she nze sfeofe ofe ole nfe she fe she afe afe ole ahs oe ole of 
Me 
le 


+ SWISS REPRESENTATION 


*Long-established, successful Swiss art pub- 
-lishers and distributors of stationery and 
koffice supply articles seek exclusive repre- 
sentation in prosperous Swiss market of 
psmall paper, stationery or office supplies. 
k Write to: ae . . 
Box 660, bets. Second addition is Fine Groove 
* OFFICE PUBLICATIONS, INC. | engraving in the smaller templet sizes 
; 232 Madison Ave., New York 16, NY | where greater precision and sharpness is de- 
s isthththincaddhthd tated 44 | Sired. This, at no increase in price is avail- 
= able in all 3/16”, 4/16” and 6/16” templets 
= for near-perfect accuracy and sharpness. 
' a Cleaner linework in all curves, corners and 
Bedinghaus : angles is also assured with these engraved 
templets. Among the many variations 
Business Forms possible with each templet are outline let- 
COMPANY ters, solids, reverses and shadows. Letter- 
GA 1-7111 | guide’s lettering may be reproduced on 
a - rogae Teletax FBD offset plates, wax stencils, transparent 
—— overlays or any smooth surface paper. 
formerly Modern Business Forms Mfg. Co. The adjustable Scriber sells for $9.50. 
Tabulating and snap-apart sets litho'd Templet prices range from $5.50 to $16.00 
on Carbon Interleaved or NCR paper. | in the regular sizes. For More Informa- 
Write for new price lists. | tion Circle No. 205. 
For More Information Circle No. 401 
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THE BIGGEST RIBBON | 


TYPEWRMER RIBB ONS 


COMPANION TO FAMOUS NU-KOTE CARBON 


ONE RIBBON FOR ALL YOUR JOBS 


THERMOFAX AND MULTILITH PROCESSES PLUS ALL REGULAR JOBS 


ONE SPOOL FOR MOST MACHINES 


ALL NOISELESS, MOST PORTABLES, STANDARDS AND ELECTRICS 


OUTLASTS OTHERS |\THREE TO ONE 


THREE TIMES THE WEAR, ONE-THIRD THE RIBBON CHANGES 


printing press sharpness. Nu-Kote’s red rejjfoduces as 
clearly as its black in the Thermofax process. Avail- 
able through authorized Burroughs M&V dealers. 
Or send coupon below. Dealer Sales Dépt., Burroughs 
Corporation, Detroit 32, Michigan. 4” 

y, 


More important extras: Nu-Kote gives you We clear, 


eT SE Pe Eee ye eee 


ASAE O-34 
~ 


x ¢ : Dealer Sales Department 
‘ P : Burroughs Corporation, Detroit 32, Michigan 
\S ° : 


GENTLEMEN: 


Buy where you see this sign : C) Send me more information on the New Nu-Kote Typewriter Ribbon. 


* 

* 

* 

»* 

* 

* 

* 

* C) Tell me the location of my nearest Burroughs M&V dealer. 
* NU-KOTE’: 
* 

* 

* 

* 

*« 

*« 

* 





CARBONS & RIBBONS : 
a product of : FIRM 


Burroughs ADDRESS 
Corporation ; ciry___———SSSZONE__STATE___ 
JOOS OI IO AIO AIOE 


For More Information Circle No. 267 
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TELEPHONE AMPLIFIER 


North American Industries, Inc., 156 
Fifth Ave., New York 10, N. Y., has de- 
veloped a transistorized, battery operated 
telephone speaker that enables trans- 
forming a phone into a no-hands intercom. 


Simply cradle the receiver in Fone-Master, 
then listen or speak from anywhere in the 
room. The incoming call is amplified and 
heard by anyone within 30 to 40 ft. of the 
phone. Manufacturer says it’s ideal for 
telephone conferences, and can save money 


on long distance calls. Made of shock-re- 
sistent polystyrene, Fone-Master requires 
no installation. It is completely portable. 
Simply place on desk or table and it is 
ready to use—no wires or plugs. Costs 
only pennies a month to operate. Battery 
is good for 1000 hours of continuous use. 
Fully warranted by manufacturer. Price 
$39.95 postpaid. For More Information 
Circle No. 200. 


TELEPHONE MESSAGE FORMS 


Cromwell Printery, Inc., Church at 
Bleecker, Albany 1, N. Y., announces a 
Telephone Message Book that enables 
user to keep a permanent record of in- 
coming phone calls. Plastic spiral bind- 
ing with imitation leatherette cover con- 
tains 400 perforated message forms that 
tear out easily. Carbon copies of messages 
are recorded on unperforated full sheet 
duplicates that remain filed in the binder. 
There are four 7-%4” x 2-11/16”" forms 
to a page with ample supply of carbon 
paper. Imprinting and numbering on re- 


YOU CAN DEPEND ON A ROBERTS 


(Since 1889) 


Model 95. You have 
a choice of five 
movements — con- 
secutive, duplicate, 
triplicate, quadrup- 
licate and repeat, 
controlled by a lock- 
ing dial. Smooth 
balanced action, 6 to 
11 wheels, rugged 
and flexible. One of 
a full line of famous 
Roberts numbering 
machines. 


Model 90. You dial 
the action wanted 
(up to 13) on outer 
circle. Inner circle 
tells number of 
impressions run off. 
Also 3 standard 
movements. Write 
Roberts Numbering 
Machine Division, 
Heller Roberts Mfg. 
Corp., 700 Jamaica 
Ave., Brooklyn 8, 
ie A 


HELLER ROBERTS 


Manufacturing Corporation 


For More Information Circle No. 377 
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from 

any angle 
your 
best buy 


Professional writers choose 
Cole above all other 
portables, because onlv 
Cole has all the important 
features they demand ina 
typewriter . . . Mist Green, 
Desert Sand or Cole Gray, 
Complete with matching 
carrying case... 

only $94.50 plus tax. 


OLE STEEL OFFICE MACHINES, INC. © Affiliate of Cole Steel Equipment Co., Inc.*415 Madison Avenue* New York 7 & VT 
For More Information Circle No. 292 





licking, that is...since we | 


began using AVE RY | 


self-adhesive file-folder labels” 


Avery's new self-adhesive File Folder labels press on 
with a finger’s touch—there’s no unpleasant licking, 
sticky sponges, spilled water. You just peel them off the 
backing paper, press firmly—and they're on to stay 
Color coded for quick identification, they come in ten 
beautiful colors plus white 

Filing is fun—it’s easy —with Avery's new self-adhesive 
File Folder labels. Use the coupon to send for your 
samples today 


FREE — New helpful hints booklet on 
filing tips —““BRIGHT IDEAS to make 
BRIGHT GIRLS SHINE at FILING!” Write 
for your copy TODAY! Anniversary 
1935-1960 


aa 


AVERY LABEL COMPANY, Div. 178 | 
117 Liberty St.. New York 6 © 608 So. Dearborn St., 1 

Chicago 5 © 1616 So. California Ave., Monrovia, 
2 a © Offices in Other Principal Cities 1 
Please send me | 
Samples of File Folder Labels ! 

Booklet on Filing Tips 

Other Time Saving Office Products { 
| 
| 


My Name Position 
Company 


Address 
City 


PNR costes 





Information Circle No. 383 


quest. Similar books are available for 
memos and receipts. A complete business 
forms catalog gives information and prices 


on this and other easy-to-use Cromwell 
carbonless and carbon-interleaved forms. 
For a copy, Circle No. 179. 


SECRETARIAL CHAIR 


Columbia-Hallowell Div., Standard 
Pressed Steel Co., Jenkintown 88, Pa., 


makes the Ballerina secretary posture chair 
designed so that casters cannot come loose. 
The design also improves the appearance of 
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Copyflex One-Writing System Slashes 
Receiving Report Preparation up to 80%! 


One writing or typing of information does it 
for purchasing-receiving paperwork when you 
use Copyfiex copying machines! 

With Copyfiex, the purchase order is typed 
on a multiple-part form, and a reproducible 
copy sent to Receiving. Receiving information 
is added directly to this copy—extra columns 
provide for multiple receipts. Each time re- 
ceiving data is entered, any number of Copyflex 
copies (white or color coded) can be made. 


That’s it! No preparation of separate receiving 
report forms. No rewriting or retyping of 
purchasing information. You speed flow of 
goods, slash clerical writing up to 80%. 

Copyflex is best for systematized paper- 
work because it’s flexible and economical — 
letter-size copies cost less than a penny each 
for materials. Why not put yourself on the 
receiving end of important savings by mailing 
the coupon, right now! 








(BRUNING ) 
Copyllex. 








Charles Bruning Co., Inc. Dept. 6-H 

1800 Central Rd., Mt. Prospect, Illinois 

Offices in Principal U.S. Cities 

In Canada: 103 Church St., Toronto 1, Ontario 
Please send me more information on Copyfiex for, 

Purchasing-Receiving. 


Name Title. 





Company 





Address 





City County. 





For More Information Circle No. 233 
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more Bian! labeling! 


SO EASY TO USE 


1. SNIP—You can cut to the desired size, 
easily and quickly. 


2. STRIP—Remove back- Available 


ing to expose the activated 
adhesive. 


AMBER 


2 STICK—Apply with finger pressure. It BLUE 
sticks indefinitely to metal—wood—cork— 
glass—plastic—any clean surface. GREEN 


4. INSERT—insert label YELLOW 


— ' ¢ or card. It’s open on three 
inept oo, sides for your convenience. 
for easy typing “ 


furnished. 








HUNDREDS OF USES AVAILABLE 
You can enjoy neat, attractive labels |] IN 3 SIZES 
— in office, factory, store or PS-Yo—Vn"x6" 

on desk trays storage shelves PS-34—-34"x 6” 

library shelves display units - 

cabinet drawers _ parts bins PS-1 — 1”x6” 


























For auto dealer parts bins, etc. 


Available from your Office Supply Dealer or for information write to 


cs 26029 W. 8 Mile Rd. 
ice | fe) U S Ss | aan Detroit 40, Michigan 
West Coast Distributor: Canodian Distributor: 
Arch K. Ansty, 171 2nd St., San Franciso 5 * The Luckett Loose Leaf, Limited, Toronto 14, Ontario 
Territories available for Dealers and Distributors 


For More Information Circle No. 269 
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the legs and makes it easier to clean be- 
neath the chair without pulling it out from 
the desk during sweeping. The accentu- 
ated taper of the legs gives the chair 
a graceful appearance. For More In- 
formation Circle No. 140. 


FORMS & GRAPH RULER 


Calmart International, Dept. S-9, 429 
S. Western Ave., Los Angeles 5, Calif., 


Gnuithut 


offers the Par-A-Glide ruler for drawing | 


evenly spaced horizontal and vertical lines 
on forms, charts, graphs, etc. 


It can be | 


used to measure distances in both direc- | 


tions, crosshatch, erect perpendicular lines, 
draw circles, etc., accurately to 1/32”. 
This drafting instrument is precision made 
in West Germany and retails for $3.95 
postpaid. For More Information Circle 
No. 203. 


WASTEPAPER BALER 


Vernon Tool Co., 1101 Meridan Ave., | : 
| 2. Stronger, Longer-Lasting Points! Exclu- 


Alhambra, Calif., makes a circular waste- 
paper baler that takes only 24” square 
floorspace. This E-Z Baler is said to be 
capable of compressing 8 bbls. of paper 
into one. Operation is simple. The lid is 
swung to one side to open top of con- 
tainer. Wastepaper is thrown in and lid 
swung closed. A crank handle with rugged 
sprocket gears is then turned, forcing lid 
down through container and pressing trash 
tight to bottom of baler. A ratchet handle 
is attached for exerting extra pressure up 
to 4000 Ibs. When ready for removal, 
wire is inserted in slots at top and bottom 
for making handy size bales. For More 
Information Circle No. 119. 
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TRY THE ee 


(Ut 





PENCIL 





and discover 3 Good Business 


Reasons Why GENERAL'S New 


Lanolin Lead Office Pencil 
MUST SAVE YOU MONEY! 





Gat 





1. Superb Writing Ease! SEMI-HEX with 
special Lanolin Process Lead won’t scratch, 
stick — even on cardboard! Just glides along 
with a strong dark line. Helps prevent writ- 
er’s cramp, finger stiffness— keeps office 
efficiency at its peak! 


sive “Carbo-Weld” makes SEMI-HEX point 
virtually ‘‘Break-proof.’’ No office time 
— sharpening and re-sharpening pen- 
cils. 

3. Guaranteed Longer- Wearing! Outlasts, 
outwrites and outperforms any other office 
pencil. Stocks last long time — keep inven- 
tory down! 

Available in 5 degrees: 1, 2, 2-2/4, 3 and 4. 
See Your Local Dealer Now — Or Write On 
Company Letterhead for FREE SAMPLES. 


PENCIL COMPANY 


69 FLEET STREET, JERSEY CITY 6, N. J. 
For More Information Circle No. 405 
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Sasser rtereetes 


DATING STAMPS 


Gardner Rubber Stamp Co., 166 S. 
Washington St., Wilkes-Barre, Pa. an- 


nounces two 30-year self-inking daters 
constructed from solid steel to deliver 30 
years of trouble-free service. Each date 


- gave your time 


with graphic charts 


HOW TO CHART 


BY WELD 





This book will show you how 
graphic curves can give you 
quicker, easier understanding of 
your own important 
business figures. 
Simple Instructions 
on how to start, 

_ for the beginner 
\— New Ideas for 
SS + aun users. 




















$314 














Post Paid 
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For More Information Circle No. 373 








locks securely in place so the month, day 
and year are always in alignment. They 
cannot slip or move out of line. The 
MD-2, larger of the two daters, comes 
with an automatic push-button date 
changer. Black ink supplied with each 
dater. The MD-1 is $4.50 and the MD-2 
only $7.50 f.o.b. above with money-back 
guarantee. For More Information Circle 
No. 185. 


CORRECTION 


In the description of the Victor Class 
100 analysis system of Victor Adding Ma- 
chine Co. on page 196 of the April issue 
of THE OFFICE, it was stated that “paper 
tape is scanned at 1000 digits per second.” 
Actually it is punched tape that is scanned, 
and totals printed on the Digi-Matic’s 
paper tape. For more information about 
this system which automatically analyzes 
data for medium-sized firms, Circle No. 
178. 





OOO0000U00 
STEVENSON & SMITH, INC.O 


LEADING MANUFACTURERS 
a 


ae “eeu, rng 


) -Part Business Forms-~. fO 


ae, & Smith leading (Brew C 

O forts man ae Ss: 

O tems creators, are éd, co 
to coast, by outstanding me 5 

O dealers and systems analysts. 


O Write for name of your nearest 
representative. 


STEVENSON & SMITH, INC. 
Lackawanna Place 
BLOOMFIELD, NEW JERSEY 
For More Information Circle No. 374 
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OFFICE MACHINE 
GATHERS 8 SHEETS PER SECOND 


HALVERSON 


high speed / all electric / fully automatic 


COLLATOR 


Manufactured by 


collates 
480 sheets per minute 


produces 
2300 8-sheet sets per hour 
loading time included 


delivers 
alternated sets, jogged criss- 
crossed and stacked in delivery tray 


Eliminates “arm fatigue” 
completely 


No more sore arms or aching 
muscles—only actual work involved 
is loading the feed trays. The 
“Escalator System’’ completes the 
job—quietly, automatically. — 


Labor and money saving 


Automatically replaces boring, 
tedious costly hand work. Ends 
diversion of highly paid office help 
from their regular jobs . . . avoids 
overtime and expense of extra 
temporary workers. 


Saves valuable floor space 


Complete Collating system in floor 
space of only 48” x 20’. 


HALVERSON Products Company, Inc. 


1051 N. Paulina St., Chicago 22, 11, 


SEE your duplicating equipment supplier. WRITE today for complete information. 


DEALERS,—some cities still open for representation. 
For More Information Circle No. 255 





SPECIFY 


VIRCO 


AMERICA'S FINEST FOLDING CHAIRS AND TABLES 


You save on the original price, and you save on replacement—because VIRCO 
folding chairs and tables are built for years of rugged service... priced to 
meet any budget. Folding chairs and tables may look alike, but when you compare 
them point-by-point—for advanced design, structural use of Vircoloy steel 
(up to 20% stronger), and beauty—you'll find VIRCO furniture ahead 
of the field in value and lasting satisfaction. 


; a 


VIRCO-MATIC Series of 
Cafeteria and All-Purpose 
Folding Tables adjust 

easily to any height from 21” 
to 31”—in one-inch 
increments. Heavy gauge 
tubular steel legs and 
non-glare linen pattern 
Vircolite plastic tops 

banded with 

aluminum. 











aes 








VIRCO #127 ALL-METAL 
FOLDING CHAIR 


Tubular steel construction with 
three fusion-welded braces. 
Tubular steel reinforcement in 
front legs at seat pivot 

point, also under forward 

edge of seat. Metal 

capped legs with 

durable rubber 

crutch tips. 


: : FREE! New catalogue showing VIRCO’s complete line 
Four VIRCO folding chairs of church and institutional folding chairs and tables. 
support 4,056-pound Write today to: 


Ford Station VIRCO MFG. CORPORATION 


Wagon Dept. 0-6, P.O. Box 44846, Station H. 
Los Angeles, California 








For More Information Circle No. 298 
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COMPUTER SYSTEM 


Bendix Computer Div., 5630 Arbor 
Vitae St., Los Angeles 45, Calif., offers an 
illustrated bulletin describing the applica- 
tion of a computer system as related to 
accounting procedures. It shows how a 
low-cost computing system can effectively 
prepare invoices and up-date accounts. 
The literature points out how varying 
combinations of equipment can meet the 
needs of individual organizations. For a 
copy, Circle No. 176. 


METERED MAIL 


Pitney-Bowes, Inc., Stamford, Conn., 


violates an advertising adage, “Never be 
negative,” in a booklet, “How to Talk 
Yourself Out of a Good Thing.” 


One by 
one, every major reason for not acquiring 
a postage meter mailing machine is boldly 


How to talk 


out of a good thing 


yourself 


stated by a fictitious prospect. While some 
might feel that this was putting sales- 
resisting arguments into the mouths (and 
minds) of prospects, Pitney-Bowes’ mar- 
keting experts reasoned that most pros- 
pects still unsold were remaining unsold 
largely because of one or more of these 
negatives. They resolved that endless 
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repetition of all positive arguments for 
using Pitney-Bowes equipment and the 
metered mail system had not yet, and 
might never, dislodge all the negative 
opinions. Solution: enumerate and elimi- 
nate the negatives. For the booklet, Circle 
No. 168. 


MIMEOGRAPHING 


A. B. Dick Co., Dept. 76R, 5700 West 
Touhy Ave., Chicago 48, IIl., offers two 
booklets showing the operating techniques 
that will help to achieve the print-like 
copy quality and variety of illustration 


that are possible with modern mimeo- 
graphing. “Techniques of Mimeograph- 
ing” is a 60-page basic handbook with 
sections for the duplicator operator, typist 
and artist. It tells how to prepare and 
run stencils to eliminate waste, and which 
stencils to use to obtain a wide range of 
illustrative material. Also outlined are 
maintenance tips to assure maximum op- 
erating efficiency, suggestions for the selec- 
tion of impression papers, the use of fast- 
drying fluid inks, paste or color inks. 
Graphic and schematic illustrations picture 
various preparation and operating tech- 
niques. ‘“Mimeograph Supplies Selector” 
is a colorful 16-page booklet that tells 
how to put life into modern mimeograph- 
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a : 
cZ% A Feusiness FORMS 
<— - - 2 


BRR 
Duplisette 
the READY-MADE second 
sheet and carbon set 
CLEANEST - FASTEST - MOST 
ECONOMICAL method to 


—_— obtcoin carbon copies! 
Available (letter size) — white and 5 colors 


ONE-WAY 





f MESSAGE 
2-part 


TWO-WAY 


Carbon-interleaved 
TIME and EXPENSE-SAVING 
substitutes for needless, costly letter 
writing! Expedites instructions and 
compels immediate replies. Can be 
imprinted at nominal cost. 





Carbon-interleaved 3 or 4-part sets. 
Inexpensive, basic business forms at 
less than custom-made prices! Recom- 
mended for modest quantity users. 
Can be imprinted at nominal cost. 


STOCK FORM TRAYS 


Neat - efficient 
lightweight holders 
for forms — with 
drawer for copies. 
Model CT-87 (2- 
compartment) only 
$4.50! Other models and sizes up to 
$7.40 — A MUST for the efficient desk! 


e 
FREE SAMPLES of all forms and catalog 
showing complete line on request 


CARTERET PRINTING COMPANY 
Manufacturers of Business Forms 


480 CANAL STREEF + NEW YORK 13,N_Y 
WOrth 6-1454 
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ing through proper selection of supplies. 
Detailed descriptions are given of a com- 
plete line of mimeograph materials and 
their use. The book is fully illustrated 
in color. For both books, send 25c to 
cover postage and handling. 


ELECTRONIC DATA SYSTEM 


General Electric Co., Computer Dept., 
Deer Valley Park, Phoenix Ariz., has 
prepared an informative booklet in color 
on the versatile GE 210 Data Processing 
System which incorporates the best fea- 
tures of existing GE data systems. In 
addition to the fully integrated general 
purpose computer, there is provision for 
input via magnetic ink characters, mag- 
netic tape, typewriter punched cards and 
punched tape. The document handler 
accepts magnetically coded forms of vary- 
ing size, quality and degree of mutilation, 
one at a time; reads the characters on each 
document and sorts them. Output can 
be in any of above media including mag- 
netic ink character printing. Booklet 
covers equipment speeds and other facts. 
For a copy, Circle No. 188. 


DUPLICATING SUPPLIES 


American Stencil Mfg. Co., 2714 Wal- 
nut St., Denver 5, Colo., lists over 500 
individual items of duplicating supplies 
and materials in a 8%” x 11”, two-color 
catalog just issued. Labeled “America’s 
most complete catalog of duplicating sup- 
plies,” the red-and-blue book contains 72 
pages of information, pictures, descrip- 
tions and prices of American Stencil’s 
entire line of Sure-Rite duplicating prod- 
ucts. Products range from typewriter 
ribbons and carbon paper to offset plates, 
ballpens and ribbons for electronic sys- 
tems machines. Also included is detailed 
information on how to use the various 
products. So complete is the information 
contained in the new catalog that several 
business colleges throughout the country 
have requested copies for use as supple- 
mentary instruction manuals in_ their 
courses on duplicating processes and pro- 
cedures. For a copy of Catalog 460, 
Circle No. 125. 
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DIEBOLD ADD-A-SHELF 
OPEN SHELF FILING 





@ Diebold modular design permits expansion of your filing capacity as your 
needs increase . . . simply by adding Add-A-Shelf units. @ Units lock together 
top-to-bottom, side-to-side, back-to-back! @ No tools or additional materials 
needed. @ Add-A-Shelf turns wasted space into storage space . . . can be 
erected in hallways . . . above doorways . . . used as room dividers. 





Send coupon for detailed information. 


Diebold, Incorporated Dept. OE-124 
Canton 2, Ohio 

Gentlemen: Please send details on Diebold 
Add-A-Shelf open shelf filing units. 


INCORPORATED | _ Company 
Address 











For More Information Circle No. 294 
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SUIT 


unistreke 


It is the world’s 

lightest (614 lbs.) 

and the most inexpensive (99.50) 

adding machine with nine column capacity, 


two-color printing and visible adding dials. 


—you will never be satisfied with any other! 


ADDITIONAL OUTSTANDING FEATURES 
No extra stroke required for totals or sub-totals; non-print lever for calculating—large size 
pica type for readability—short stroke handle for fase (150 OPM), easy operation 


At better Office Machine Dealers everywhere or write for information TODAY. 
SWIFT BUSINESS MACHINES CORPORATION 
GREAT BARRINGTON, MASSACHUSETTS 


For More Information Circle No. 270 
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MODULAR FURNITURE 


Royal Metal Mfg. Co., 1 Park Ave., 
New York 16, N. Y., tells how to utilize 
space engineering in office planning to 
provide higher return on administrative 
overhead costs in a brochure-folder, “The 
Right Way to Office Planning.” The color 
illustrated brochure details methods for 
achieving 
and frequently extra space within current 
floor area, through use of modular furni- 
ture components and free-standing parti- 
tions for departmental and individual work 
needs. [Illustrating this are typical office 
installations, from single work stations of 
receptionist or executive to an entire office, 
with modular steel L and U desks and 
Partition-ettes by Royal’s Arnot Furniture 
Div. According to the company, the 
reduction of work interruptions, improved 
work area efficiency and improved indi- 
vidual morale provided makes the equip- 
ment a self-liquidating and a profit-pro- 
ducing investment. For a copy, Circle 
No. 174. 


increased workflow efficiency, - 


C. E. Sheppard Div., Yawman & Erbe 
Mfg. Co., Inc., 4401 21st St., Long 
Island City 1, N. Y., offers a catalog of 


Cesco ring binders. It describes, illus- 
trates and prices vinyl ring binders, No. 1 
grade ring binders and memo books, econ- 
omy binders and books, visible ring bind- 


ELIMINATE DAMPENER RECOVERING 


FOREVER 


with the PERFEX SYSTEM of 
DISPOSABLE DAMPENERS 


for the Davidson 221,241,251 -ATF 15 —Photostat — Whitin 
GS Multilith 1250 W (11x 18)— 1250 


dampeners on your press Gi eliminate handling of dirty covers Mm change 
dampeners for color changes gy no special shill required gm runs in same manner as present roller 
ALL THIS AT LESS THAN THE COST OF SENDING OUT YOUR DAMPENERS FOR RECOVERING EEA 


US: DRT 

send for brochure and name of local dealer ROLL-0-GRAPHIC CORP. 

en 1 33 PRINCE STREET, NEW YORK 12, N. Y. 
For More Information Circle No. 371 
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IN QUALITY 
IN PERFORMANCE 


tan 


VERTICAL FILING SYSTEMS 


° FAST 

e EFFICIENT 

© ECONOMICAL 
© SAFE 


FOR 
NEGATIVES @ OFFSET PLATES 
STENCILS © SKETCHES © ARTWORK 
MASTERS @ X-RAYS 

ATLAS HANGERS AND CABINETS 

Only Atlas manufactures a complete 

line of cabinets and hangers in 112”, 

14”, 18”, 22”, and 24” widths. 

DNP Hangers (illustrated)—for offset 
plates and negatives 

SH Hangers—for serrated edge offset 
plates 

PH Hangers—for pinhole edge offset 
plates 

PSC Hangers—for straight edge plates, 
negatives, stencils 

DSH Hangers—for standard stencils 

DGR Hangers—for foreign heading 
stencils 

File-Grip (TM) Hangers—for large off- 
set plates, blueprints, maps, etc. 


Write For Complete Literature 


_ ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 














For More Information Circle No. 392 
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ers and indexes. Informative charts are 
also a part of the catalog. For Section F, 
Ring Binders, Circle No. 169. 


MODULAR STEEL FURNITURE 


Bentson Mfg. Co., 653 Highland Ave., 
Aurora, Ill., describes modular steel fur- 
niture, with the ability to be assembled 
or disassembled on the spot, in full color 
in an eight-page brochure. Included are 
modular groupings for private offices, sec- 
retarial stations, and space-saving multiple 
arrangements for general offices. Also 


shown in color is Bentson’s fan-top con- 
ference desk, matching credenza and book- 
case. The back cover is devoted to a 
general office display of standard desks 
and typing stations. Throughout the bro- 
chure, office layouts are pictured. Bentson 
has also issued a revised 72-page general 
catalog of its complete line of quality steel 
office equipment which may be seen at 
leading dealers. For the brochure, Circle 
No. 173, 


PHOTOCOPY PAPERS 


Ampto, Inc., Newton, N. J., has issued 
a six-page gatefold brochure describing 
and listing applications and prices for the 
company’s diffusion transfer photocopy 
papers and films. Called Bulletin 200, it 
includes descriptions and prices for over 


| 20 different types of papers and films, and 
| the variety of uses for each type. Also 
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It’s a snap to use Roytype’s carbon sets 


They’re quick. They’re efficient. Roytype 
carbon sets come in single sets or handy 
pads. To use them, you just take as many 
pages as you want copies and put a first 
sheet in front. There’s no fussing with 
carbons and hard-to-handle paper. You 
save time and trouble; worth far more 
than Roytype*carbon sets cost. 
Roytype carbon sets can be imprinted 


Roytype makes over 1000 dif- 
ferent ribbons for typewriters 
and tabulators. To be sure of 
the right ribbons for your jobs, 
check with your Roytype Rep- 
resentative. His office knowl- 
edge can help you. Use it soon! 





with your letterhead, with the word 
“copy,” or with a special design. Black 
and red are standard colors, but there are 
others at a slight extra charge. They’re 
available in all sizes, including legal 
(these have red marginal rules), and in all 
weights of paper. 

Call your Roytype Representative 
today for complete information. 


deat 


MAIL COUPON WITH YOUR LETTERHEAD 
MR. ROY TYPE c/o Royal McBee Corporation, 
Department F, Port Chester, New York 
Send a Roytype Representative who will explain 
your money saving coupon purchase plan. 


Your Name 





Firm Name 





Street Address 





City 





For More Information Circle No. 370 
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RITE-LINE copyrnoiper 


e SAVES EYESTRAIN e TAKES COPY UP TO 20° 
@ PROMOTES ACCURACY «HOLDS NOTEBOOK 
e@ INCREASES PRODUCTION ¢FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 





Send for FREE Booklet describing RITE-LINE COPYHOLDER | 


RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 
For More Information Circle No. 378 











SNAPPY-TAB 
STOCK IMPRINTS 


HEADING 1'/," and 3” 
and FULL BODY STOCK IMPRINTS 
LITHO QUALITY 


3-4 WEEK DELIVERY 
IMPRINTING I, EZ STOCK 
ALSO AVAILABLE 
BRIGHT WHITE REGISTER BOND 


CHECK WITH US NOW FOR TOPS 
IN IMPRINTING & CUSTOM 
FORMS PRINTING 





NATIONAL LITHO FORMS CO. 


18423 EUCLID AVE., CLEVELAND 12, OHIO 


For More Information Circle No. 379 


| neering departments. 
Circle No. 175. 





| utes. 


| briefly described are two of the most pop- 
| ular 


Ampto photocopiers, the Ampto 
Nine for general office copying, and the 
Ampto 14 for the larger offices or engi- 
For the brochure, 


STENCIL DUPLICATOR 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, IIl., offers a four-page color 
folder describing the Model 434 electric 
mimeograph. It details operating features 
and advantages of the machine and out- 


| lines the regular supplies and mimeograph 


extras available. A. B. Dick mimeograph 
products are for use with all makes of 
suitable stencil duplicating products, ac- 
cording to the manufacturer. For the lit- 
erature, Circle No. 194. 


OFFSET PLATEMAKING 


Gevaert Co. of America, Inc., 321 
West 54th St., New York 19, N. Y., has 
released a booklet outlining how to make 
aluminum offset plates in one or two min- 
It contains 20 pages and illustrates 


GEeEVaCcOorPY 


pase Mia si 


the Gevacopy Offset Rapid process along 
with equipment and materials required. 
The technique of producing inexpensive 
aluminum offset plates is completely de- 
scribed. There is also information to en- 
able the user to produce both reduced and 
enlarged top-quality plates in less than 


two minutes. The booklet covers proc- 
essing of the plate, treatment of plate 
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on press, and describes retouching and 
correcting the plate image. The back of 
the book contains a complete trouble- 
shooting chart outlining plate defects; their 
probable causes and prevention. For a 
free copy, Circie No. 172. 


PAPER CUTTERS 


Challenge Machinery Co., Grand 
Haven, Mich., offers a helpful eight-page 
booklet on Challenge Power Cutters in 


19%” through 30%” sizes, the sizes most 
used by small and medium-sized printers, 
private plants, school shops and dupli- 
cating departments. Booklet includes sug- 
gestions on how the equipment can be used 
in paper cutting operations to save time 
and boost production, complete descriptive 
information on the various models, infor- 
mation on operating features and handy 
accessories. For a copy of F-638, Circle 
No. 170. 


IDEA 





TO QUIET OFFICE MACHINES 








No other ‘‘Acoustinet Method” provides the 
quietness that office personnel desire. as well as 
the right degree of excellent lighting. for such 
an attractive price. Killing noise at its source 


CA} 


COUS TINET INC-4-t-# 


$ BLOG SHERIDAN ORIVE 


ONAWANODOA NY 


before it has a chance to disseminate its harm- 
ful effects on office personnel makes sense. 
With the introduction of Acoustinets, it becomes 
wrong and costly to locate business machines in 
separate rooms. Now, electrically operated busi- 
ness machines can be returned to the source of 
media where operators can produce more effec- 
tively in relation to other office procedures. 
Gates Acoustinets provide an office within an 
office thus assuring privacy for records as well 
as desired concentration on media. Results 
guaranteed. 


Give make—model and measurements of machine. 


For More Information Circle No. 380 
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PAR-A-GLIDE * the roll ruler 
the faster way to draw lines! 


e Ruling of columnar paper, graphs, charts, 
lettering guide lines & double lines for figure 
totals. 

e Rapid & accurate cross hatching. 

e Field sketching for engineers & artists. 

e Ad layout. 

e Typists guide for copying printed matter. 

e Comparison of printed matter line by line.. 

e Measuring galley proofs. ONLY $3.95 

Greatest Invention Since The T-Square 
CALMART INTERNATIONAL 


DEPT. S-9, 429 SOUTH WESTERN AVE. 
LOS ANGELES 5, CALIF. 











For More Information Circle No. 460 


YOU BE THE JUDGE 





of what makes columnar 
analysis paper best for 
YOUR needs. Write today 
for your FREE pad of any 
814 x 11 or 8% x 14 form, 
and judge it on its merit. 


R 
forms are low 








in cost... and 
copyable on all 
office machines. 


JUST ASK FOR IT! 


Any number columns, 
Color: White, ivory 
or green tint. 
( Size: 814x11 or 84x14 


1 PAD 


ROSS-MARTIN company 


Dept. CP-2-A P.O. Box 800 
TULSA, OKLAHOMA 


For More Information Circle No. 459 
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GENERAL PURPOSE FILE 


Ramsey Co., 116 South 7th St., Phila- 
delphia 6, Pa., has published a bulletin— 
TFJ-160—on its Tract-A-File Jr. filing 
unit for general use. This shelving unit 
is designed for hanging folders. Catalogs, 
phone directories and procedures manuals 
can be given neat, convenient storage at 
points of use. Data processing and stand- 
ard files, financial reports, etc., can be kept 
handy, yet out of the way. Unit is de- 
signed to be stacked anywhere and comes 
equipped for two-way filing system to han- 


| dle a wide variety of material from fold- 
ers to binders of all types. 


Constructed 
of highest quality furniture steel with gray 
baked enamel finish, interior is 184%” wide, 
12%” high, 124%4” deep; outer sizes 20” x 
144%” x 12%4”. For the bulletin, Circle 
No. 216. 


SIGNAL MANUAL 


Sperti Faraday, Inc., Adrian, Mich., 
offers an 88-page manual describing air 
and electric signal systems and listing 
specifications of horns, bells, buzzers, 
chimes and sirens. Included in the book 
are sections on gravity drop and lamp 
type annunciators and accessory equip- 
ment, such as door openers and clocks. 
Selection of the proper type of signal for 
various background noise levels and work 
areas (for signaling without irritating peo- 
ple) is illustrated by charts and diagrams. 
For this manual, Circle No. 177. 


“But, Dear, I do have a private office.” 
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SPECIAL 
INTRODUCTORY 
OFFER 


\ A 1 CABLE-POST BINDER 


PLUS 


eS 


EXCLUSIVE FEATURE — CHANGE THE 
COVERS INSTEAD OF THE SHEETS when 
transferring current records from Cable- 
Post to Cable-Post Jr. storage binder. The 
interchangeable posts do not have to be 
removed from the sheets. 


1 CABLE-POST JR. 


Disposable Storage Binder 


of NBB BINDERS 


FOR 


Marginal Punched Forms 


$6.10 VALUE 


Based on most popular sizes 
BOTH FOR ONLY 
$ foo 


FOR LIMITED TIME ONLY* 


CABLE-POST BINDER 


for Current Records 


The No. 1 choice for an efficient long- 
lived binder with vinyl covers, label 


holder, slide locking mechanism, up to 
seven inch capacity. 


CABLE-POST JR. 
Disposable Storage Binder 
Low cost, highly efficient storage binder 


with grey pressboard covers and new 
type holding clips. 


... Same mechanism top and bottom 


on each binder... permits loading at 
top, unloading at bottom. 


... Nylon coated, flexible cable posts 
will not break. 


... Open flat for marginal reading. 


NATIONAL BLANK Book COMPANY 


Dept. 806 


STATE 


Holyoke, Massachusetts - a 


Please send me your introductory offer: 1 Cable-Post Binder and 1 Cabie-Post Jr. for $4.00. 


My forms are (check one): bursted 0 


Company 


Street 


My office supply dealer is 
*This offer expires January 1, 1961. 


unbursted 0 
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ea © | AA 


CLIPPER 


for PAYROLL 
or JOB-COST 


TIME RECORDING 
e FULLY AUTOMATIC 


e DIRECT SUBTRACTION 
for fast auditing 


e SIGNAL CONTROL 


start and stop signals 


e 2-COLOR PRINT 
for quick auditing 


e FULL YEAR WARRANTY 


service and parts 


1733 CENTRAL AVE. 


SINCE 1896 


For More Information Circle No. 397 
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| larger hospitals, 
= TIME RECORDER CO. 


| stations. 
CINCINNATI 14, OHIO | 


Small Hospital System 


(Continued from page 85) 


beds or more. But the system is flexible 
enough to meet the needs of small 
institutions too. 

Equipment involved is minimal and 
needs no maintenance. No special train- 
ing of clerical workers is required, so 
tight controls could be set up without 
increasing the staff by a single em- 
ployee. This has held true despite 
growth in Hardin’s operations. 

The system works this way: first step 
is in the admitting room. In one writ- 
ing, a multiple form is filled out. It 
includes admission records, patient’s 
chart, notices that the patient is in hos- 
pital (sent to the switchboard, adminis- 
trator’s office, dietician, x-ray room and 
laboratory), patient’s statement and 
ledger card. At the same time a pa- 
tient’s master card for use with a dupli- 
cating punch is created. 

The basic record is a marginally 
notched Keysort charge ticket for bill- 
ing. Tickets are pre-notched for the 
various service departments and kept on 
file. When a special service is ordered, 
nurse removes the appropriate charge 
ticket and enters patient’s name and 
number. Tickets then go to accounting. 
Clerk inserts patient’s master card in 
the upper slot of the duplicating punch 
and the Keysort ticket in the lower one. 
Marginal notching of patient’s number 
and class on the charge ticket is 
achieved by a pull of the lever. In 
processing of these 
records is done at the various nursing 
In a small hospital like Har- 
din, centralization of office activities is 
more practical. 
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Special service charges are also con- 
trolled, tickets being sorted with the aid 
of a stylus to individual patient num- 
bers and posted to the appropriate 
account. In this way charges are not 
missed or improperly posted. 

A Royal McBee Poster is used for 
several accounting procedures. It will 
be recalled that when typing a set of 
admission records, statement and ledger 


Credits 
checked 
earlier! 


= 
= 


_ 


Pitney-Bowes 


MAILOPENER 


Pitney- Bowes, INc. 
3457 Walnut Street, Stamford, Conn. 


. - originator of the postage meter... 
139 offices in U.S. and Canada. 


card are simultaneously headed up. 
These are placed on the Poster with 
statement over, and ledger card under, 
the receivables journal. Posting charges 
to the accumulative statement com- 
pletes all records in one writing. 

If a payment is made by a patient 
during his stay, the Poster again comes 
into use. A receipt is placed over the 
statement. Posting to the receipt brings 

















Mail opened and distributed when the 
office opens gives your credit department 
a head start for the day, and speeds your 
order filling. A MailOpener helps every 
department get going earlier! 


e Opening letters by hand is slow, time 
taking. A MailOpener trims a hairline 
edge off the envelope, is quicker, neater, 
more efficient. Opens envelopes of any 
size, weight, or stock. Three models, hand 
or electric, for any size office, even the 
smallest. 


e You can have a demonstration of the 
MailOpener in your office, no obligation. 
Just ask the nearest Pitney-Bowes branch. 
Or write for free illustrated booklet. 


FREE: Send for handy desk or wall chart of 
postal rates, including recently increased 
parcel post rates. 


For More Information Circle No. 403 
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3 PHONE PROBLEMS 
SOLVED ~~ 
ee a.” ‘ statement and ledger card up-to-date. 
3. Better hearing—noisy places. Simultaneously, cash journal is also 
HUSH-A-PHONE | | posted. Receivables are always in bal- 
Model for all types | | ance, statements accumulatively up-to- 


A enggacs = date and ready for the patient on dis- 


Write for Literature. | | Charge. 
HUSH-A-PHONE Hardin also uses the Poster to handle 
72 Madison Ave. | | payables. Posting to the remittance por- 
For More Information Circle No. aes | tion of the vendor's check is carried 


NIPPO out as invoices and statements are re- 

=e ceived and okayed. This at the same 
CHECK WRITER ~<a time posts to the invoice register. As a 
Indelibly prints F by-product, posting is also done to a 
Just the same So. unit record for later sorting to expense 
the 2 > distribution. Vendor’s check is ready to 
costing up a be completed and signed on the last day 
to $500.— 4 : of the period. 











The Poster also helps prepare pay- 
NIPPO MACHINE INDUSTRY CO., LTD. rolls. Posting of deductions to the earn- 


Tenjin-cho-Nishi-ku, Yokohama, Japan ings statement on the check registers on 


For More information Circle No. 389 | the payroll journal and individual em- 


BOTTOM LINE 














CARD HOLDER | | 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 


For fast, accurate 
typing of bottom 
line index on all | 

visible cards 


10 Card Sizes — $2.00 to $2.45 


PALSON MFG. CO. 
280 Main St., Worcester 2, Mass. 
For More Information Circle No. 390 


ATTENTION ALL SECRETARIES 


For the first time, quality dictation practice records 
at a special mail order price of $1.00 per record. 
These practice dictation records are availabie in 
60, 80, 90, 100, 110, 120, 130 wpm; and in these 
subjects: General Business, legal, and medical. 
Letters are different in each speed and each | 

record is 12 minutes of dictation. STENO DISCS 

are brand new and are an easy way to maintain 

and increase speed. They are 45 rpm unbreakable 

of a ae = ome nego l oe — 

wanted. nd $I. cash or money order for cac ° ° . 

Record. (In Calif. add 4% Sales Tax) Order five | Charge tickets received from nursing sta- 


and get one free. This price is good for a limited tions go to accounting department where 
1 ; . 
a a they are notched with code from patient's 
STENO DISCS, Dept. O, 1439 N. West- master card for later sorting, tabulating 
MR ern Ave., Hollywood 27, Calif. | and posting. 








For More Information Circle No. 391 . 
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ployee’s earning record. 

The hospital now prepares 12 
monthly comparative reports on revenue 
analyses and patient statistics. The sys- 
tem makes it relatively simple to cross- 
analyze such factors as class of pay- 
ment, accommodation, professional 
service, length of stay, geographical lo- 
cation of patient’s place of residence. 

According to the American Hospital 
Assn., over 60% of the nation’s hos- 
pitals have less than 100 beds, and the 
need for a simple, low-cost method of 
administrative controls is vital. Without 
it they cannot operate efficiently. Yet 
many communities throughout the 
country lack adequate hospital facili- 
ties. Doctors recognize that recovery of 
patients may be delayed by unduly long 
trips to hospitals, and convalescence 


checked when patients are dented nor- 


— Glider 


BLUE PRINT FILE 


MOMAR 


4176 West Montrose Avenue, 


Hospital uses a Royal McBee Poster for 
payables, receivables and payroll. 

mal contacts with their families. So the 
need for more small hospitals is critical, 
as is the need for controls to keep them 
in business. 


Holds 1800 Blue Prints 


Created for savings in filing space, time 
and effort, Gliders are available for print 
widths of 20” to 48”. Gliders obsolete 
peg-type filing and hole-punching. 
Your prints “glide’’ into place. Plan 
holders are retained from end-to-end, 
with no chance of bending or spring- 
ing. Eye-easy indexes provide you with 
rapid reference. 

All-steel Gliders, finished in a handsome 
grey, harmonize with modern office 
equipment. Extensions are available. 
For longer print “‘life’’ and for effi- 
ciency, durability and economy in ver- 
tical filing, specify Glider. Order now 
through the best office suppliers or 
write for illustrated literature. 


0. hates 


Chicago 41, Illinois 


Phone AVenue 6-7270 
For More Information Circle No. 382 
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Hewitt Heads NAA 


George A. Hewitt, 

partner, Lybrand 

Ross Bros. & Mont- 

gomery, Philadel- 

phia, was named 

president of the Na- 

tional Assn. of Ac- 

countants for 1960- 

61. The announce- 

: ment was made by 

George A. Hew the nominating com- 
mittee chairman, 

John B. Inglis, Price Waterhouse & Co., 
New York. Mr. Hewitt, who has been a 
member of NAA since 1931, completed 
a three-year term on the executive com- 
mittee. He also served as a vice president. 


National Microfilm Officers 


Frederic Luther, Frederic Luther Co., 
Indianapolis, was elected president of the 
National Microfilm Assn. for 1960-61 at 
the group’s recent annual meeting and 
convention. Concomitant elections were: 
Carl E. Nelson, Bell Telephone Labora- 
tories, vice president and president elect; 
Charles E. Fennell, Southern Microfilm 
Corp., treasurer. 


Growth Seen in Office Jobs 


White collar jobs will show the most 
rapid growth over the decade ahead, says 
Alice K. Leopold, director, Women’s Bu- 
reau, U. S. Dept. of Labor. She points out 
that this will mean bigger opportunities 
for women. Office work, however, is 
changing as a result of EDP and other 
machines, and Mrs. Leopold believes that 
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many office jobs of the future will need 
more training than was required for old 
routines. 


Paper Clip Flipping Upheld 


Flipping paper clips out the office win- 
dow is definitely connected with the job 
of office boy, an Albany, N. Y. Court of 
Appeals has ruled. The court okayed 
workmen’s compensation for $228.64 for 
injuries suffered in 1955. The complainant, 
then 17, was shooting clips out the win- 
dow with a rubber band when one back- 
fired and hit him in the eye 


New Management Program 


Pace College, 41 Park Row, New York 
38, offers a brochure describing its new 
graduate management program leading to 
the MBA degree. The program is com- 


pacted 
riculum. 


into a convenient evening cur- 


Editor Defends Coffee Breaks 


U. S. industrial management spends 
$2 billion a year to buy food and equip- 
ment for cafeterias and other on-prem- 
ises dining facilities—fully two-thirds of 
which are subsidized—according to James 
E. Betts, editor of “Inplant Food Man- 
agement.” He notes the recent move by 
a group of N. Y. electrical contractors to 
abolish the coffee break, and in an edi- 
torial points out the contribution that the 
custom makes toward defraying this stag- 
gering cost: “Firmly established as the 
coffee break is, there are still those who 
will work at tearing it down. Coffee- 
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DICTATION PORTABILITY 




















All yours in one handsome, compact unit... the economical, new self-powered 
Telefunken“600" Portable Dictating Machine! Use it anywhere...anytime. Carries 
its own built-in, lifetime battery...complete with battery recharger. A single 


microphone button controls every action... dictate, 
backspace, playback, stop. Lightweight, easy-to-mail 
magnetic disc can be used over 10,000 times. Preci- 
sion-built for quality, value and dependability by the 
world-famous Telefunken Corporation. Test one soon! 


TELEFUNKEN 


“600” Portable Dictating Machine mw 
For further information write: INTER-CONTINENTAL TRADING CORPORATION, 90 West St., New York 6, N.Y. 


For More Information Circle No. 277 
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GOODKIN 


The M. P. GOODKIN CO. 
Dept. A e 112 Arlington Street e Newark, New Jersey 


Prices slightly higher Denver and West 
For More Information Circle No. 234 





breaks have paid for more food subsi- 
dies than direct outlay. That little dime 
that comes in about 50 million times a 
day helps keep food costs in line and 
helps managers provide a better meal at 
lower costs.” 


Offices Reward Presenteeism 


“Presenteeism” is being rewarded in 
some offices in an all-out assault on 
absenteeism. Companies are reinforcing 
good work attendance with extra pay. 
One firm even gives an additional week’s 
vacation to employees with good attend- 
ance records. But management is cracking 
down on the gold-brickers. According to 
a recent survey made by Industrial Re- 
lations News, more offices are using super- 
visory personnel, and even company nurses, 
as truant officers, visiting absentees at their 
homes to make sure they’re really sick. 


Office Systems Publicity 


New office EDP systems are frequently 
of positive customer relations value, ac- 
cording to systems analyst S. Paul Sims. 
Mr. Sims, who heads a company of sys- 
tems design and technical publicity, be- 
lieves many firms fail to take advantage 
of this. He is offering a complete pro- 
gram for manufacturers, banks, brokers, 
etc., to enable them to utilize the public- 
ity inherent in their new automatic sys- 
tems. Details available from the S. Paul 
Sims Co., 22 East 17th St., New York 10. 


Movers’ Third Division 

U. S. business is spending $100 million 
annually to move its executives and tech- 
nical people, Arnold Weissberger, presi- 
dent, Weissberger Moving & Storage Co. 
recently told an American Management 
Assn. office planning seminar. Known as 
“national account moves,” this new busi- 
ness has become an important part of the 
moving industry; in Mr. Weissberger’s 
words, “creating a third division in a busi- 
ness formerly confined to just household 
and office moves.” 
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Secretaries Honor Executive 


Henry Viscardi Jr., president and chair- 
man, Abilities, Inc., and Human Resources 
Foundation, Albertson, N. Y., was named 
the second International Boss of the Year, 
it was announced by Evelyn G. Day, pres- 


te 
ae, 

Poesy . 

. ‘ 


Evelyn G. Day and Henry Viscardi Jr. 


ident, National Secretaries Assn. (Interna- 
tional). “Mr. Viscardi has won world- 
wide fame for his outstanding work in the 
rehabilitation. of physically handicapped 
persons,” Mrs. Day observed. “He has 
spent his life conquering his own tremen- 
dous handicap and then turning his ex- 
perience to the benefit of all afflicted per- 
sons.” Nominated by his secretary, Flor- 
ence Fiedelman, Mr. Viscardi received the 
award at a dinner in his honor during 
Secretaries Week. 


An Office Machines Survey 


Are companies getting the most from 
new machines and furniture for the office? 
Are the needs studied carefully before 
purchase? Do they plan ahead and estab- 
lish such policies as a standardization pro- 
gram, a depreciation schedule, replace- 
ment program, etc.? Do they consider the 
possible advantages of renting? To get the 
answers, National Office Management 
Assn. completed an office machines and 
furniture survey from questionnaires cir- 
culated to the membership. Replies were 
received from over 1500 companies 
throughout the U.S. and Canada. Here 
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NO OTHER 

PAPER CUTTER 
BUILT SO WELL 
TO SELL SO LOW 


“TT reficonnnrplin” 


the precision Paper Cutter 


14” and 18” 


44 MICHAEL 
(201% Seon 


FOR OFFICE, 
BOOKKEEPING AND 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, small 
printers, lettershops, mimeograph, offset shops, 
advertising agencies, schools and colleges. 


Order from your dealer or 


MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N.Y. 


© Dealer: Write For Profitable Sales Pian. 
For More Information Circle No. 393 


eT FOLDS 

eit SCORES 

eiT CAN SLIT 
or PERFORATE 


WITH or WITHOUT 
FOLDING 


THE PRINT-O-MA 


24 W WASHINGTO! 


For More Information Circle No. 394 
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are some of the findings: 20% of the com- 
panies surveyed rent office machines while 
only 2% rent office furniture; 58% stand- 
ardize on machines — 51% on furniture; 
32% have formal replacement policies on 
machines — 38% on furniture; 57% have 
depreciation policies on machines, 80% 
on office furniture; 87% have service 
agreements to cover the maintenance of 
machines. The full report can be ob- 
tained from NOMA at 1931 Old York 
Rd., Willow Grove, Pa., at $1 per copy. 


USC’s Computer Center 


Establishment of a $2-million University 
of Southern California Computer Center 
for education and research was announced 
by Dr. Norman Topping, USC president. 
A Univac solid state 80 with magnetic tape 
units will be placed in the USC Computer 
Center this fall. A complete line of 90 col- 
umn punched card equipment, including a 
Univac 120 electronic computer and a 
model 330 electronic punch card calcula- 
tor has been installed. A Honeywell Data- 
matic 800 electronic data processing sys- 
tem including a central processor, tape con- 
trol, magnetic tape transports, printer-card 
reader-card purch control, high speed 
printer, card reader and card punch will be 


A ten day New York vacation was won 
by Birgit Willegard, voted the “ideal 
Swedish secretary” in a recent contest 
held in that country. Here she is wel- 
comed by Karl Siewert, president, Facit 
Inc., which sponsored the event. 
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For Busy Executives... 


Iphabetical 


...» As Simple as ABC to select 


any of your cards on file 


* ALPHABETICAL SLOTS 
HOLD UP TO 500 
CARDS 


TOP SELECTOR KNOB 
POPS UP THE CARD 
YOU WANT 


ATTRACTIVE 
INEXPENSIVE 
FOR COMPLETE INFORMATION AND PRICES, WRITE 


E-Z-FILE mfg. by T& H INDUSTRIES 


8528 FISHMAN RD., PICO RIVERA, CALIF 


For More Information Circle No. 337 


BALL POINT 


WHOLESALERS & DEALERS 
Exclusive Territories Open! 


Be the Scotty distributor in your | | 
area. Make the extra profit. * 


The pen color is the ink color! 
Medium Point 39c Fine 49c Broad 59c 


Eight Brilliant Colors and Repro Inks 
Every Pen is guaranteed perfect 





Special prices for bids 


Double your net profit with SCOTTY Pens 
and standard refills @ Bulk and single pack 


Write for catalogue sheets and discount on , 


other styles of pens and desks sets. 


SCOTTY ENGINEERING CO. 


8 Minna Street ¢ San Francisco 5, Calif. 


For More Information Circle No. 338 
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Versatile, low cost 
“Sharpshooter” camera 
handles Ektalith process 


Lets you interchange Ektalith, vacuum, cut 
film and xerography backs quickly and easily. 
Same focusing scales used for all backs. 
Handles Ektalith up to 9 x 14 — film negatives 
up to 14 x 18. Enlarges 3 times and reduces 
3 times. Is completely aligned and wired — 
ready to plug into your 110 volt, 60 cycle 
outlet. 

Write today for complete information on this 
machine — and on camera training school 
Miller-Trojan Co., Inc., Troy, Ohio 

For More Information Circle No. 339 





LASTIC 


AIN-VU 


NO HEAT — NO MACHINES 


PERMANENTLY PROTECT & BEAUTIFY 
IMPORTANT PAPERS * PHOTOS « CERTIFICATES 
ADVERTISING MATERIALS « FORMS « SIGNS 

1.D. CARDS * LICENSES * CHARTS 


WIDE RANGE OF SHEETS & ROLLS 


Imbed any flat object in clear flexible PLAIN-VU 
plastic with only finger pressure. You get flaw- 
less beauty and perfect protection against wear, 
tear, grime and grease. Speedy, mess-free ap- 
plication. Trims to edge — no border needed. 
WRITE ON LETTERHEAD FOR SAMPLES 


CARR PLASTICS CORP. Rm. 4001 


3030 Euclid Ave. * Cleveland 15, Ohio 


For More Information Circle No. 340 





AMERICA’S AMAZING NEW ‘‘SELF-SELLING’’ CHAIRS! 


"Rock-It 88" 
OFFICE CHAIRS 
” maps cabs — 


ace? 495 — WHEN PROSPECTS SIT, THEY'RE SOLD! 


RICHCRAFT FURNITURE CORP. 


P. O. Box 2353 Tulsa, Oklahoma 


For More Information Circle No. 418 __ 





One girl addresses more than 
2,000 media daily with this 
uniquely effective hand size 
machine. 

Put addresses or short mes- 
sages on envelopes, labels, 
statements, postal cards, litera- 


ture, etc. 
Price $22.50 


= 


Thousands in use coast to 
coast by stores, restaurants, 
independent businessmen, 


salesmen and others with 
addressing jobs to do. 


Send for literature to 


ViSIrecord Inc. 
375 Park Ave., New York 22, N.Y. 
For More Information Circle No. 419 











OFFICE KNIFE 


| degree 
| use of computer service centers—is some- 


#us | 
$1.00 
Get the safety retractable 
blade knife whenever you need a sharp 
edge ... for stencils, corrections, erasures. Write today 
for free illustrated catalog of other tools. 


GRIFFIN MANUFACTURING CO. 


For More Information Circle No. 420 





CASH REGISTER 


CASHERE CORPORATION 


uccessor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 421 
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installed in June, 1961. The center is 
headed by Dr. Richard L. Williamson, as- 
sistant dean, School of Business Adminis- 
tration. 


Office Suggestion Wins $547 


A St. Paul man won the highest award 
in Equitable Life Assurance Society’s 
year-old employee suggestion plan. R. 
Orville Evans was awarded $547, after his 
recent retirement, for a suggestion which 
is expected to save Equitable $2735 an- 
nually. His share was 20% of the first 
year’s anticipated savings. Mr. Evans 
award-winning idea resulted in a simplified 
accounting procedure for handling 19,537 
Assured Home Ownershop loans by 
Equitable cashier’s offices. 


European Computer Group 


A group of European experts is in the 
U. S. studying developments in IDP. 
Sponsored by the European Productivity 
Agency, the mission is headed by B. A. 
Maynard. Cooper Bros. Co., London, who 
is acting as represenative of the British 
Institute of Management. It is anticipated 
that European progress in IDP has been 
on lines similar to that here, though the 
of application—particularly the 


what less. 
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Manpower Opens 200th Office 


The opening of Manpower, Inc.’s 200th 
office in Tulsa, Okla., was announced by 
John H. Frank, executive vice president. 
Manpower began operations in 1948 and 
is expanding at the rate of three new 
offices per month. The 100th office was 
opened in 1956 in Washington, D. C. 
That was also the year European and 
Canadian operations began for the firm 
with offices opening in London, Paris 
Toronto and Montreal. 


BOAC Installs Computer 


British Overseas Airways Corp. is using 
a small computer for accurate weekly 
analysis of passenger revenue from various 
routes. Accounting operations have been 
speeded up and EDP adopted for other 
departments. While the computer has so 
far not ousted older clerical methods, 
employees are no longer required to work 


overtime. About 80% of computer time is 
allotted to normal work such as passenger 
and freight accounting and payrolls. The 
other 20% goes for calculating nautical 
and statute miles and kilometers between 
two airports or cities. 


Executive Development Program 


The 1960 Executive Development Pro- 
gram, designed to expand administrative 
capacities among business personnel, will 
be held June 20-July 16 by the College of 
Commerce & Business Administration at 
University of Illinois. About 30 men nomi- 
nated by their companies will be selected 
to hear leading educators and executives 
discuss business firms in their economic, 
political and social environments, finan- 
cial policies and administration, human 
relations, management practices and other 
problems. Applications may be secured 
from Prof. Robert G. Seymour, director, 
Executive Development Center, University 
of Illinois, Urbana. 


SNAP APARTS AND 
CONTINUOUS FORMS 
FROM INTERNATIONAL 
BUSINESS FORMS 


INTERNATIONAL BUSINESS FORMS offers: 


QUALITY Forms, produced on modern rotary 
equipment — sold only through our dealers. 
COMPETITIVE Prices—liberal dealer discounts 
—You're "in the running" with an IBF Quote. 
Quantity advantage, too! Orders accepted for 
only 2500 sets of Snap-Aparts—NEW POLICY! 
DELIVERY PROMISES you can count on. Try 
us on one job and see! 

EASY-TO-USE PRICE LIST—-Anyone can make 
estimates with a little practice. 

RAPID QUOTATION SERVICE—Your quotation 
requests handled AT ONCE. Same day if 
specified. 

Write New Dealer Dept. 1 today for complete 
information on this profitable line. Try 
International. We are confident of our ability 

to satisfy the Dealer and his customer! 


= INTERNATIONAL BUSINESS FORMS — 
— INCORPORATE O | —_. =S 
1600 E. 26th ST. LITTLE ROCK, ARK. 
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Our Snap-Apart Forms have been 
a standard of quality for years. 
For fine printing; just right 
“snap-apart’’ action, they are 
unexcelled. INTERNATIONAL BUS- 
INESS FORMS snap-aparts assure 
customer satisfaction. 


Continuous Forms, TOO! Now— 
offer your customers Continuous 
carbon-interleaved forms — Line 
Hole Punched Tabulating; pasted; 
or stapled—up to 10 parts. In 
Continuous as in  Snap-aparts, 
International means quality — at 
the right price. 





Ud 


3M Sales Appointments 


Appointment of Roy R. Bruchman as 
sales manager for microfilm products, 
Duplicating Products Div., Minnesota 
Mining & Mfg. Co., was announced. Harry 
T. Cooper was named sales promotion 
supervisor and Henry E. Petersen, sales 
manager for special accounts for micro- 
film products. Both joined 3M with the 
acquisition of Filmsort Co., in 1959. 
Gerald G. Heitel, formerly a copying prod- 
ucts sales supervisor for 3M in New York, 
was appointed microfilm reader-printer 
products representative for that area. 
Daniel P. O'Neill was named western 
area sales supervisor with headquarters in 
Dallas. 


Community Honors Walker 


LL. ©. Watker, 
chairman of Shaw- 
Walker Co., was 
again honored for 
his community work. 
Long one of Mus- 
kegon’s outstanding 
civic leaders and 
philanthropists, Mr. 
Walker received the 
L. C. Walker 1960 Muskegon Out- 

standing Citizen 
Award. Recipients are picked by an 
anonymous committee of 20 citizens in all 
walks of the community’s life. Mr. Walker, 
founder of Shaw-Walker, received the 
award for his efforts over the years on 
behalf of the Community Chest, schools, 
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art, hospitals, local government, h’s em- 
ployees and the children of the community. 
The L. C. Walker Sports Arena, thanks 
to his contribution of more than $1 million, 
is now nearing completion. 


Comptometer Buys Tex-N-Set 


Comptometer Corp., announced pur- 
chase of the assets and business of the 
Tex-N-Set Div., Dudley Hodgkins Co., 
Arlington, Texas. Tex-N-Set, manufacturer 
of continuous and one-time-carbon forms, 
will be coordinated with Comptometer’s 
Business Forms Div., under the direction 
of H. R. Salisbury, Comptometer vice 
president, with headquarters at Lincoln, 
Neb. 


Clary-Remington Rand Sale 


Sale of the adding machine and cash 
register division assets of Clary Corp., to 
Remington Rand Div., of Sperry Rand 
Corp., was announced jointly by the two 
companies. The sale, subject to approval 
by Clary stockholders and Sperry’s board 
of directors, will be for about $8,050,000, 
and will add a line of full keyboard add- 
ing machines, manual and electric cash 
registers to Remington’s product list. In- 
cluded in the sale are the physical assets 
of Clary’s plant in Searcy, Ark. Clary 
personnel engaged in manufacturing, sales 
and service of adding machines and re- 
gisters will be retained by Remington 
Rand, and these products will continue to 
be sold under the Clary name by the 
present Clary dealers and other Clary 


For More Information Circle No. 214> 





Free Timesaver! 


Handy desk dispenser keeps “SCOTCH”? BRAND 

Cellophane Tape at your fingertips for dozens of mending, 
sealing, protecting jobs. Sturdy metal dispenser 

is weighted to let you pull off and cut tape 

with one hand. Uses thrifty 1296” rolls of tape! 


Now... get a deluxe desk dispenser 

free when you buy one at regular price 
with 12 rolls of “SCOTCH” BRAND 
Cellophane Tape. Choose Deal “R” or‘‘S”’ 
below, but hurry, offer limited. 


“SCOTCH” ond picid design are Take this coupon to your stationer 
ister demark ¥ q ~ 
registered trademarks of 3M Co or office supplier: 


Miianesora —_——< DEAL “R”: 12 rolls 34” x 1296” “ScoTcH” BRAND 
‘« Cellophane Tape with Deluxe Desk Dispenser. 
Miaine AND — Second dispenser free! 
at 
Manvracrurine COMPANY DEAL “Ss: Same as above, but with 12 rolls 
14" x 1296” tape. 
.. WHERE RESEARCH IS THE KEY TO TOMORROW Offer expires June 30, 1960 
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7h 
ho _- J ‘\\ The inexpensive units 
| ez UK, listed here make it possible 
[ > for you to make your offset 
ea plates and duplicating masters 
7 i the same way they are made in 
the larger printing plants. For 
quality reproduction, there is 
no substitute for the point 
source light in a nuArc 
arc lamp. Allunits 
AS e\ incorporate a “live” 
) rubber one-piece 
wx 2 molded blanket for 


perfect contact 
between flat and plate. 














No. 1722-20 No. N-16 2 : 

For plates up to 21” x 25”. Alumi- For plates up to 12%" x 17%". Steel construction. Manual 

num glass frame . .. steel vacuum orc control. 

frame. Hinged at feet. Complete Frame and arc lamp $129.00 

with are lamp, 5-min. timer, motor, Frame, arc lamp, pump and motor............ . ae 

> 259.00 Frame only : bem 55.00 

sciahiaiieiai P $ Arc lamp only a ; $ 85.00 
°. -20A. bove, 

with automatic are lomp. $305.00 No. N-16W. Fully enclosed version of N-16..... $139.00 

Frame and gauge only.. $125.00 With pump and motor......... . $196.50 

Arc lamp only 


For complete description, send for Bulletin A-210-0. 


COMPANY, INC. 


General Office and Factory: 4110 W. Grand Ave. * Chicago 51, Ill, 
Sales and Service: New York « Los Angeles 


For More Information Circle No. 367 
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sales outlets. Clary will continue to design 
and manufacture electronic computers, 
electronic printers, electronic print punches 
and other data handling equipment. 


Farrington-Mendes Purchase 


Farrington Mfg. Co., has acquired the 
assets and business of Mendes Corp., New 
Bedford, Mass., makers of collating and 
forms preparation machines, William M. 
Tetrick, Farrington president, announced. 
The business will be operated under the 
name of Farrington Business Machines 
Corp., a wholly owned subsidiary of Far- 
rington headed by Donald G. Colley, 
former president of Mendes, as executive 
vice president. Mendes was established in 
1945 in Canton, Mass. 


Remington Rand Marketing Head 


Francis V. Bergren was named director 
of marketing of the Remington Rand 
Systems-Photo Records Div., Sperry Rand 
Corp. He joined the company in 1937 as 
a systems sales representative in Omaha. 
Following that, he was appointed district 
sales manager at the company’s South 
Bend, Ind., office, and later served as 
branch manager of the systems depart- 
ment in Philadelphia and Pittsburgh. In 
1958, he was made national sales manager 
of systems in New York. Since 1959 he 
has been general sales manager of the 
company’s Systems-Photo Records Div. 


Computer Exhibit 


Some 8000 sq. ft. will be occupied at 
the 1960 National Business Show, New 
York, Oct. 24-28, by a display of the 
latest electronic data processing equip- 
ment. Four companies, producers of high 
speed electronic computers, have already 
indicated joint participation in the show’s 
spectacular CompuCenter: Control Data 
Corp; Philco Corp.; and Radio Corp. of 
America and Bendix Aviation Corp. A 
series of technical conferences will com- 
plement the display. These sessions are 
being produced by the Office Executives 
Assn. 
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Syntron President Retires 


Carl S. Weyandt, president and one of 
the founders of Syntron Co., has retired 
after more than 40 years service. He was 
succeeded by Byron K. Hartman. Mr. 
Weyandt was elected vice president and 
general manager in 192! when the com- 


Byron K. Hartman Carl S. Weyandt 


pany was located in Pittsburgh. He assumed 
the presidency shortly after the company 
relocated in Homer City in 1937. He will 
continue as a member of the board of 
directors of Syntron, and of Link-Belt 
Co., Chicago, of which Syntron is a sub- 
sidiary. 


Pierce Elected President 


The directors of Filing Equipment Bu- 
reau, Inc., elected John F. Pierce president 
and chief operating officer. Mr. Pierce 
was named executive vice president and 
director in 1959. He has been a manage- 
ment consultant since 1946, prior to 
which he was associated with Standard 
Register Co. He developed and installed 
procedures for the Tennessee Valley Au- 
thority and was its first director of office 
services. 


Ecusta Sales Manager 


Pat J. Pagano has been appointed sales 
service manager for the Ecusta Paper op- 
eration of Olin Mathieson Chemical Corp., 
it was announced by George W. McCleary, 
director for Ecusta printing and specialty 
paper sales. Mr. Pagano, who joined the 
company in 1945, will be responsible for 
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Top Chinese Nationalist off:- 
cers, en route from Formosa 
to Ft. Lee, Va., stopped off 
to see the calculator and 
adding machine plant of the 
Marchant Div., Smith-Co- 
rona Inc., Oakland, Calif. 
Senior industrial engineer 
Frank H. Taylor and Mar- 
chant technician Carl Strat- 
ton are at right. 


the operation of Ecusta’s sales service de- and stationers within the 19 state area of 
partment. He most recently was an area’ the eastern seaboard. Mr. Hedeen was 
sales manager for the corporation’s Inter- formerly with Friden Corp. for over 20 
national Division. years and held a number of executive po- 
sitions in retail and wholesale capacities 

Kaycee Co. Formed for that firm. ‘Mr. Metzler has been em- 
ployed in sales management positions by 

Kenneth C. Hedeen and George A. _ various manufacturers of office machines 
Metzler have formed a partnership in the and supplies since 1936 and is well known 
Kaycee Co. as manufacturers agents, sell- in the industry. Kaycee Co. represents 
ing to established office machines dealers American Dictating Machines Co. for dis- 











File Speedaumat Plates 


FAST 
with THE QUIK-SORTER 


The Quik-Sorter saves time wherever Speedaumat plates are filed. 
One person can easily sort plates to a wide range of categories: 
alphabetically, numerically. geographically—or any other desired 
groups. The Quik-Sorter has 64 compartments with removable 
partitions which can be indexed as required—or some partitions 
can be removed to use fewer, but larger, compartments. 

One operator can use as many as three Quik-Sorters, sorting 
into as many as 192 different categories. Send for illustrated 
literature and prices. Sold on 10-day approval Write to 
Addressing Machine Co. of Calif., 667 Mission St., San Francisco 
5, Calif. YUkon 2-2130. 
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MANUFACTURERS OF DURALUMINUM 


LDERS 
AUNDERS ty 


MFG. CO., INC. BUSINESS FORMS 





P. O. Box 243, Winthrop, Maine - iaammee 
LIGHTWEIGHT WEATHERPROOF 


For More Information Circle No. 396 
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S®seusesepesepeepepespesesepeepeseeeseseeeeseeeeeseseaeseeaeeaewcea 


for Fiscal or Calendar Year 


_CALENDAR FOR Control sheets give you the most accurate, accessible 
moa ro record of employee's annual vacation, sick leave or any 
joc’ ee . . . 

: record requiring tabulation, set up on either a fiscal be- 
ginning July 1, or a calendar year. Six major holidays 
shown in color for quick identification. On the back are 
forms for tabulating, totaling personal data and statistical 
summary of vacation, sick leave, tardiness—taken, earned 
and balance by month. Convenient 81x11 size, standard 
3-hole punch. 

Place your order in our Certified Customer Account. We'll mail 
your vacation control sheets automatically each year in advance 
of when you need them. Over 500,000 were sold this year. 
Satisfaction guaranteed. Specify fiscal or calendar year. 

Vacation and Sick Leave Calendar Sheets 


sheets . Seo 300 sheets ae $12.00 
sheets ... 3.00 400 sheets .. ee 
Se 500 sheets ; , 15.00 
sheets ... Jcaxee ee Over 500 es) eee ae each 


e Minimum order 
25 sheets- 


@ FOB Columbia, Mo. WANTS Te NN M21 339 1010) SAT a ord OT STC 


a 
Ssesespegpepepeepespeseagaseeseeseseaeeeeeeaeseaeseseaeacae & 
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Secretaries never die... 


They just stay young indefinitely*—that is, if they 
use Kee Lox Grip-N-Pull carbon paper. Ask any 
girl who is already using it (and note how fresh 
and vivacious she looks—even at quitting time). 
She'll tell you what nice copies she gets, how clean 
they are. And she'll be equally enthusiastic over 
Grip-N-Pull’s other features—automatie warning 
of last typing lines, automatic rotation, auto- 
matic alignment. 
ro too can stay young indefinitely* by letting 
Grip-N-Pull carbon paper make your work easier 
and pleasanter. And your boss will be interested in 
knowing that Grip-N-Pull, with all its advantages 
and long wear, still costs no more than regular 
carbon paper which does not have the exclusive 
patented features of Grip-N-Pull. 
*The only exaggeration (one we hope 
will cause a smile) in this message. 





All carbons are removed quickly in one 
clean operation, using uncoated edge. 
\Clean hands, clean work, clean desk. 


“Over Sixty Years of Good Impressions” Lower right of uncoated edge is die cut 


4 ss | to tell how much space is left at bottom 
; of sheet. 
FREE SAMPLES WHEN REQUESTED ON COMPANY LETTERHEAD. 
E ox. MANUFACTURING CO., Dept. 0-40, Rochester 1, N.Y. 
CARBON PAPERS AND INKED RIBBONS 
Sold through KEE-LOX branches and selected independent stationers 
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Replace 
with 
Colson 
Casters 


Ni-Steel 
Rubber or 


Wheels 


snsnusniadinsiinitnentatensied 


Speed up work... 


Save floor damage 


Send for new Colson catalog C101... 
contains over 2000 job rated test proven 


money saving Casters. 
— your 
local 
representative ip) or 
or distributor 
or write to 


THE COLSON CORPORATION | 
7 S. Dearborn Street CHICAGO, ILLINOIS | 


For More Information Circle No. 381 
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L. os Seer. 


tribution of Rex Recorder dictating ma- 
chines, Printess Photocopiers and Agfa 
photocopy papers. They also distribute 
nationally the KC brand of dealer im- 
printed thermal-copy paper for use on 


_all heat process copying equipment. 


Two Named Bruning Directors 


Jack F. Johnson, executive vice pres- 
ident, and Vincent G. McDonagh, secre- 
tary-treasurer, were elected directors of 
Charles Bruning Co., it was announced 
by Herbert F. Bruning, president. Mr. 
Johnson was an officer of California Bank, 
Los Angeles, before his association with 


Jack F. Johnson Vv. G. McDonagh 


Bruning in 1953. He advanced through 
several administrative positions in the com- 
pany before he was named executive vice 
president in 1959. Mr. McDonagh joined 
Bruning as controller in 1953 and has 
been secretary-treasurer since 1956. He 
was controller of Gar Wood Industries, 
Wayne, Mich., before joining Bruning. 


Comptometer Names Warnock 


Wesley L. Warnock has been named 
field sales manager of the Business Ma- 
chines Div., Comptometer Corp., accord- 
ing to the division’s general sales manager, 
Mr. Warnock was formerly 
Boston district sales manager. 


| Hano’s Midwestern Manager 


Kenneth F. Blankenship was named 


| midwestern manager of tabulating forms 


and data processing systems by Herbert 
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Cyo-€-C€3 


COPY 
HOLDER & 
LINE SPACER 


Line guide extends to 17" 
Holds notes %," thick 
Single and double spacing 
Gentle-touch space bar 
Anti-noise cushioned 
Steel construction 
Flat-fold storage 
Compani« Cop-e-Ett with manual 
line indicator . 87.95 
Slightly higher in ‘the West 
SOLD AT DEALERS EVERYWHERE 


manufactured by: 


FURLONG, PENNSYLVANIA 
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Flash Profit with Flash 
Filing Equipment 


BOOK AND 
CATALOG RACKS 


With 2" slant on bottom and index in 
front for more functional use ... one 
of over 200 items in metal office acces- 


sories. Send for free catalog. 
INC. 


FLASH FILING, 


2634 S. Cherry, Fresno, 





For More Information Circle No. 362 
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Calif. 


VISUAL 


MAGNETIC 
CONTROL 


SIMPLE, INEXPE} 


MAGNETS MOVE FASTEST—& EASIEST—OF ALL! 


Simplest Control for PRICES & 

Sales e Production BROCHURE 

Charts e Personnel OF-6 
Maintenance e Scheduling 

INCLUDING 


Machine Loading 
Visual te peace 
COLORFUL’ MAGNETS 
MAGNETIC eee wi Lo haa 


ELEMENTS INSTA 
GET THE ty DONE REQUEST 


Methods Research Corp. 


105 Willow Avenue, Staten Island 5, N. Y 


Priced From 


$38 


ore Information 








Avail caum 


TYPING 
EFFICIENCY | 


THE LETTEREX CORPORATION 


Washington 24, D. C. 











For More Information Circle No. 364 
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THE ONLY BOOK 
OF ITS KIND! 


Includes: 


BEGRRERRRRRERR RRR RR RRC 


CARBON PAPER, 

SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING, 
FLUID DUPLICATING, 

STENCIL DUPLICATING, 

RELIEF DUPLICATING AND PRINTING, 
OFFSET DUPLICATING, 
PHOTOGRAPHY (CAMERA), 
CONTACT PHOTOCOPY, 


CONTACT PRINTING 
(TRANSLUCENT MASTER), 


FACSIMILE MASTER PREPARATION, 
AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING, 
COMMUNICATION TRANSMISSION, 
IMPRESSION STAMPS. 

ADDRESSING METHODS, 

TABULATING MACHINES, 

SIGNATURE MACHINES, 

OTHER IMPRINTING MACHINES, 
BINDING AND FINISHING EQUIPMENT. 


Over 200 pages of helpful informa- 
tion, and illustrations (including 100 
pages of advertising by duplicator 
manufacturers, with Buyer's Guide 


index). 


THT 


OFFICE PUBLICATIONS, INC. 


232 Madison Ave., New York 16, N. Y. 
copies of the MANUAL OF OFFICE REPRODUCTION 


Please send me 


BOGE RRE EEE! 


Describes all office reproduction and 
duplicating processes. Time-saving 
charts show at a glance which proc- 
ess to use for best results in any situ- 
ation. Tells how to make the most 
economical use of whatever dupli- 
cating machines an office may now 
have — how to combine the advan- 
tages of one process with those of 
another to save time and money. 
Also tells when not to use certain 


methods. 
MANUAL @ 
@) 5 
0) 3 314 - 


REPRODUCTION Cy 
0 se e 


at $3.25 a copy, postpaid. [] | enclose remittance. [] Send invoice. 
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John K. Boeing (right), chairman, 
cordak Corp., received National Micro- 


film Association’s annual Award of Merit | 


from NMA president Joseph F, Curtin 
for distinguished service to the micro- 
film industry. 


Hano, president, Philip Hano Co. His main | 


responsibility will be to develop new sales 
in the tabulating and data processing field 
in the middle west. 
years Mr. Blankenship has held important 
posts in state and federal offices. Before 
joining Hano he was field representative 
in the systems division of the U. S. Public 
Health Service. 


Texstar Branch Manager 


Appointment of Ray Goudeau as 
branch manager of Texstar Plastics’ new 
plant in Ft. Wayne, Ind., was announced 
by W. I. Spitler, president. Mr. Goudeau 
will head the firm’s sales efforts in the 
eastern and midwestern areas of the 
U. S. now being served by this plant. 
He formerly headed the 


line of office accessories. 


Case Brothers’ New Plant 

Case Brothers, Inc., manufacturer of 
specialty paper and paperboard with plants 
in Manchester and East Hartford, Conn., 
announced construction of a plant in 
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Re- | 


During the past 16 | 


Delta Products | 
Div., and was instrumental in setting up | 
nationwide distribution of the Floor Show | 





QUALITY OFFICE 
EQUIPMENT: 
Elevator stands, metal bookcases, steel 


shelving, lustrous laminated plastic 
chair mats, and desks. 


MASO 


Write for Catalog 


INTERSTATE METAL PRODUCTS CO., INC. 
Office Equipment Division 
666 N. Lake Shore Drive, Chicago 11, III. 
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CLOGGED SEWERS 
CLEANED INSTANTLY 
SAVES PLUMBING BILLS 
Anyone can trigger new Flush 
Gun shooting air & water impact 
on difficult stoppages in pipes 
%"" to 6"; Rags, Grease, and 
Roots melt away when struck by 
hammer-blow in Toilets, Sinks, 
Urinals, Bathtubs, & Sewers 200 
Ft. Amazingly effective when air 
hits running water. Save Costly 
oe Bills or start your own 
Business. Tear out Ad now & 
write address beside it = FREE BOOKLET or phone 
Kildare 5-1702. Miller Sewer Rod, Dept. Office, 
4642 N. Central Ave., Chicago 3 Illinois. 


_For fh More Information Circle No. 385 
An Annual Roller Change—tThe Best 
TYPEWRITER LIFE INSURANCE 

Insist On A 

UTURISTIC 

GALAXIE 
Platen 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 
For more Information Circle No. 386 























$11 © 1000 $15 
* MANUSCRIPT COVERS 100 FOR $3.00 


ee 








DEALERS 
CLIP YOUR LETTERHEAD 16 THIS AD... WANTED 
eS. an FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 387 
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\. Newest Handiest 
HELPER 


EVERY 
OFFICE! 


New, Versatile 


kleen-stik 


S tesatre Jerrattive 


2-SIDED ADHESIVE 
IN TAPE FORM 


STICKS ANYTHING... 
TO ANYTHING! 


IT’S HERE—the modern “miracle” adhe- 
sive that takes the place of paste, glue, liquid 
cement, and “overlay” tape! The new 
KLEEN-STIK 2-SIDED ADHESIVE saves 
time and work in 1001 everyday jobs... 
forms a permanent, water-resistant bond 
between any combination of materials. 


Giant 108-ff. Roll in Handy Dispenser Pack $1.79 


For Every Fastening Job: 
@ Holding @ Sealing 
@ Mounting @ Splicing 


@ Attaching 

@ Hanging 
V Adheres Instantly ...no drying time 
V Neat and Clean . . . no ooze . . . no mess 

. ++ no brushing 

V Applies Quickly and Easily . . 
ADHESIVE YOURSELF—Prove 
more! 


. like a tape 


TRY KLEEN-STIK 2-SIDED 
that it will do everything we claim . . . and 


**PROVE - IT-YOURSELF”’ 


TRIAL REGULAR $1.79 DISPENSER PACK 


FER! $400 WITH THIS 
oF ely N°” COUPON 


KLEEN-STIK Products, Inc. DEPT. O 


7300 W. Wilson Ave. © Chicago 31, Illinois 
encrosen 1s 819° -- RUSH pispenser pack 
a 
Address__ 
aes 


Your Decler___ 











For More Information Circle No. 424 
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| Brattleboro, Vt. Case is a major producer 
of Genuine Pressboard, electrical insulating 
papers and pressboards and various other 
specialty industrial paper and paperboard 
items. Work on the $2,500,000 plant started 
in May. It is expected to be in production 
by early 1961. 


Typerite Sales Head 


Hulbert Van R. 

Barringer was ap- 

pointed general sales 

manager of Type- 

rite Corp., distrib- 

utor of Sea Foam 

Bond  Carbonsets; 

also Nicholis P. 

Giatrelis was named 

an ;' New England sales 

Barringe manager. Sea Foam 

— . Bond Carbonsets 

consist of a sheet of Sea Foam Bond at- 

tached to a sheet of one-time carbor. After 

typing, the carbon is easily detached with 

a light pull, leaving the clean carbon copy. 

For a free sample Carbonset kit write to 

Type/Rite Corp., 21 State Highway 10, 
Hanover, N. J. 


“Don’t forget to clean out 
the suggestion box.” 
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How Architect Plans 


(Continued from page 36) 


be planned with a constant eye to the 
utilization of floorspace as related to 
elevators, washrooms and stairs. Exact- 
ness in the proximity of restroom facili- 
ties to desks can spell the difference be- 
tween a saving and a tremendous loss 
of time when hundreds of employees 
are involved. 

Airconditioning is common in today’s 
construction. But in 110 William St., 
where electronic office equipment is ex- 
ceptionally heavy, we had to plan for 
special airconditioning installations, not 
only for the comfort of people in the 


building, but to insure constant effi- 
ciency of equipment sensitive to the 
slightest variation in humidity and tem- 
perature. Too much humidity can throw 
a tabulating machine installation com- 
pletely out of whack. 

Provision also had to be made for 
thousands of special wires that feed 
electricity into the machines and, just 
as important, an exceptionally large and 
busy telephone and related communi- 
cations system. Vertical conveyor sys- 
tems, too, are required by a business 
where memoranda and mail flow is ab- 
normally heavy. 

On the esthetic side, there is a prac- 
tical psychological reason for the selec- 





Dual Pedestal Desk Corres-File 


oo 
=" q 


Multiple — Desk Rotary 


Corres-File 


Single Pedestal 
Rotor-File Desk 


Wassell 
Rotary WORK ORGANIZERS 
Bring Every File To Life 


For correspondence, for orders, for every 
record, Wassell Work Organizers—Corres- 
Files and Rotor-Files — pay off in new 
highs of clerical productivity and 
morale, plus economy. 


Finding and filing takes half the time. 
Wassell units whirl the work to the work- 
er’s fingertips on merry-go-round tiers. 
Save you space, too—up to 50%. Find 
out more—today. 


WASSELL ORGANIZATION, INC. DEPT 0-6, WESTPORT, CONN. 


For More Information Circle No. 407 
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Engler HOUR METER 


. For Business 
Seiden Economy 


@ increase Efficiency 
@ improve Scheduling 
@ Eliminate Machine Inactivity 


Engler Hour Meters reduce total oper- 
ating or rental cost of tabulating equipment 
and business machines by registering hours 
of actual machine usage. Effectively put 
records on an accurate basis and substan- 
tially reduce second shift payments. Many 
users have already realized large savings. 
Engler Hour Meters are easily installed 
and have been precision engineered and 
ruggedly built for years of dependable 
service. Reasonably priced. Write for 
detailed bulletin OF-8. 


Engler 


Instrument Co. 
250 Culver Avenue, Jersey City, N. J. Phone HEnderson 4-6500 
For More Information Circle No. 357 














TWO WAY SALES PLAN 
THAT MEANS GREATER PROFIT! 


Attractively packaged, top quality 
carbon second sheets, prompt deliv- 
ery to your customers under your 
label. 

DEMONSTRATOR kit assures first 
sale and automatic repeat sales. 
Write for Samples and Dealer Plan 


THE EXLINE-LOWDON 
COMPANY 

1818 S$. ERVAY e DALLAS, TEXAS @ HA 1-2177 
For More Information Circle No. 358 
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Yew EVER-SAFE 
* FLOOR SAFES - 


and valuables 


Safely protect cash 





Model 
FD 918 


with inner 
depository and 
envelope slot 


(Left) 


Model F-912 
Single com- 
partment 


(Right) 








Service Stations, Stores, Doctors, Dentists. Easily 
installed in wood or concrete floors, U.L. Relocking 
Device Label — Removable combination dial for 
additional protection. Impossible to open safe 
without dial. Write for complete information and 
prices. 


EVER-SAFE sven 


_For More Information Circle 








supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 


G2-25-15 


O° 
C2-201L 











@ PROMPT AND EFFICIENT SERVICE GUARANTEED 

@ Send for our Iilustrated Catalogue POST FREE 

TYPEWRITER SUNDRIES CO., LTD. 
140-148 BOROUGH HIGH ST., LONDON S.E. | 


For More Information Circle No. 360 
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tion of certain colors, both inside the 
offices and in corridors. Related to this 
phase of an architect’s interest in the 
building are the materials that go into 
the walls, floors and ceilings. Dura- 
bility and maintenance have to be 
weighed. Maintenance can break an 
owner, and in some cases it has spelled 
the difference between profit and loss 
in a building investment. The differ- 
ence can be balanced in favor of profit 
by selection of the most efficient ma- 
terials. 

While we are on the subject of insur- 
ance companies and the designs that 
meet their particular requirements, the 
U.S. Life Insurance Building at 125 
Maiden Lane offers a good example of 
the problems that confront an architect. 
In this case, the challenge was to de- 
sign a life insurance structure that has 


a look of the traditional, rather than the 
functional which was accomplished for 
the casualty, fire and marine companies 
at 110 William Street. 

The Maiden Lane building does not 
have a wide expanse of windows, nor 
was this especially desirable. The idea 
was to convey an impression of famili- 
arity in atmosphere, an impression 
symbolic of the type of insurance han- 
dled by the company that occupies the 
structure. Also, it has more private 
offices and restrooms than were re- 
quired in the other insurance firms. 

File storage space is a growing re- 
quirement of all businesses, but more 
so among life insurance companies. At 
125 Maiden Lane, we designed base- 
ment space for that purpose, and at a 
reasonable rental of between $2.50 and 
$3 a sq. ft. 





Use this 
Shredder ... 


This dual-purpose ‘Model 
13D" Shredder can be used to 
destroy obsolete records, use- 
less papers presently clutter- 





ing office file cases. In addi- 
tion it can be used to convert 
old newspapers, and other 
suitable stock into paper ex- 
celsior for packaging ship- 
ments. Pays for itself in the 
money it saves you, 


Write for catalog and FREE 
TEST - IT- YOURSELF PLAN. 
Larger and smaller models 
available. 


103 MILL STREET 


¢ SALEM, OHIO 


For More Information Circle No. 404 
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Achieve your if 5 Spee 
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— 
Py 
ty y i 





© EXPANDS FILING SPACE 


© SPEEDS WORK © LOWERS COSTS 
© EASY TO INSTALL © SAFE TO USE 


Tract-A-FILE adds to filing capacity —subtracts from filing 
time —often pays for itself in first year. Volume storage simpli- 
fied. Uses “home” (hanging type) folders or your present 
folders and movable followers. Single row of stationary 
Tract-A-FILE cabinets (in letter, legal, and special-sized 
models) supports up to two rows of easy-to-move cabinets in 
front by means of overhead rails. No wall or ceiling suspension. 
Separate cabinets formed as desired by stacking 3- or 4-shelf 
units. Send for detaiied Bulletin. Sales territories available. 


116 So. SEVENTH STREET 
PRODUCT OF CNS eY - 
p) poh hg PHILA. 6, PA. (MArket 7-0879) 


For More Information Circle No. 426 
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A ational Conference ¢ Ex 


Institute of Internal Auditors, Schroeder 
Hotel, Milwaukee, June 12-15. 

National Assn. of Accountants, Roosevelt 
Hotel, New Orleans, June 19-22. 

National Machine Accountants Assn., San 
Francisco, June 22-24. 

National Office Machine Dealers Assn., 
Coronado, Calif., July. 10-13. 

National Secretaries Assn., Hilton Hotel, 
Pittsburgh, July 20-23. 

National Society of Public Accountants, 
Muehlebach Hotel, Kansas City, Mo., 
Aug. 22-26. 

Assn. for Computing Machinery, 
quette University, Milwaukee, 
23-25. 

National Business Forms Associates, 
Chase Park-Plaza Hotel, St. Louis, Sept. 
14-17. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 24-28. 

American Institute of Certified Public Ac- 
countants, Bellevue-Stratford & Sheri- 
dan Hotels, Philadelphia, Sept. 25-28. 

National Assn. for Bank Audit, Control & 
Operation, Statler Hotel, Los Angeles, 
Oct. 10-12. 


Mar- 
Aug. 


Systems & Procedures Assn. of America 
Commodore Hotel, New York, Oct. 
10-14. 

American Records 
Plankinton House, 
19-22. 

Controllers Institute of America, Fairmont 
Hotel, San Francisco, Oct. 22-26. 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
BD. C., Oct. 23-26. 

National Business Show, Coliseum, New 
York, Oct. 24-28. 

Office Equipment Manufacturers Exhibits, 
Memorial Sports Arena, Los Angeles, 
Nov. 1-4. 

Society of Reproduction Engineers, Sher- 
man Hotel, Chicago, Dec. 3-6. 

OFFICE EXHIBITS ABROAD 

Canadian National Business Show, Toron- 
to, June 6-8. 

Life Office Management Assn., Royal York 
Hotel, Toronto, Canada, Sept. 26-28. 
Business Efficiency Exhibition, Olympia, 

London, Oct. 2-11. 

Electronic Computer Exhibition, Olympia, 
London, Oct. 4-12. 

International Office Equipment Exhibit, 
(S.I.C.O.B.), Paris, Oct. 14-23. 


Management Assn., 
Milwaukee, Oct. 





NO FUSS— NO MESS 


When you use 


LINOLEUM 


2-ply wipers with 
sample or first order 


yee | 


DESK TOPS LOOK BRAND NEW IN 2 MINUTES! 


oe 1) 


Free test sample! 


= Dealer's inquiries invited. | (| 


[TNO Tee Na 
Desk Top Cleaner 


Easy to apply. Pour it on — Wipe it off. 
Contains magic miracle compound that penetrates 
Stubborn grit and grime. Brings back original finish. 


1 Pint—$1.25 Doz. Pints—$12 


(WEST COAST SLIGHTLY HIGHER) 


Order today. Money back guarantee. 


WIEMER’S, Inc. 
70 Vernon Street © Bridgeport, Conn. 





a 





For More Information Circle No. 299 
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ADVERTISERS 


Acco Products 

Acme Visible Records, Inc. 

Addo-x, Inc. 

Addressing Machine Co. of California ...... 
Addressograph- -Multigraph Corp. ............. 16, 17 
Allen Business Machines, Inc., R. C. 7i 
American Automatic Typewriter Co. Avani 
American Geloso Electronics, Inc. 

American Press 

American Stencil Mfg. Co. 

American Type Founders Co. 

Ames Supply 

Atlas Stencit Files Corp. 

Avery Label Co. 


Baltimore Business Forms Co. 
Bates Mfg. Co. 

Bedinghaus Business Forms Co. 
Bendix Corp. 

Bevco-Precision Mfg. Co. 
Bohn Duplicator Co. .......... 
Borroughs Mfg. Co. 

Bostitch, Inc. 

Box 660 . 

Brownville 4 Co. '(Typerite. Corp.) 
Bruning Co., Charles 
Burroughs "ON Gita 


Calmart International 

Carr Plastics Corp. ... 

Carteret Printing Co. 

Cashere Corp. 

Challenge Machinery Co. 
Cheshire Inc. . 

Chicopee Mills, Inc. 

Cincinnati Time Recorder Co. 
Codex Book Co. . 

Cole Steel Office Machines, Inc. 
Colson Corp 

Columbia Ribbon & Carbon —_ Co. 
Comptometer Corp. 

Copycat Corp. . pee oe 
Curtis-Young Corp. . 


Davidson Corp. Aces 
Dewberry Engraving Co. 
Dick Co., A. 

ede ay ae 

Diebold, Inc. ... 

Diehl Calculating Machines, 
Ditto, Inc. ... 

Dresser Products, Inc. . 
DuKane Corp. 


Eastern Fine Paper & eed Division 
Eastman Kodak Co. 

Engler Instrument Co. 

Eureka Specialty Printing ¢ Co 
Ever-Safe Co. .... 

Exline-Lowdon Co. 


Faber-Castell Pencil] Co., A. W. 
Faber Pencil Co., Eberhard 

Facit, Inc. 

Farrington Business Machines Corp. 
Flash Filing, Inc. 
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Fletcher Paper Co. : 
Force & Co., Wm. A. .. 
Friden, Inc. 
Funk & Co., 


Gardner Stamp Co. 
Gates Acoustinet, Inc. 
General Fireproofing Co. 
General Pencil ; 
Gilbert Paper a 
Goodkin Co., M. P 
Gordon Associates 
Graphic Systems ... 
Griffin Mfg. Co. .. 


Haloid Xerox Inc. 
Halverson Products Co. .. 
oe eee 
Heller Roberts Mfg. Corp. 

ewer tec. ..<..-05> : 

Homs Co., Douglas 

H-O-N Co. ...... 
Hush-A-Phone Corp. 


Industrial Shredder & Cutter Co. 

Inland Wire Products Co 

Inter-Continental Trading Corp. (Olympia) ... 
Inter-Continental Trading Corp. napa, 


International Business Forms, Inc. 
International Paper Co. 


Interstate Metal Products Co. : 
Jones Box Corp., Jesse . 


Kee Lox Mfg. Co. 
Kenro Graphics, Inc. 
Kleen-Stik Products, | 


Lagomarsino-FAl 

Lassco Products, 

Lathem Time Recorder Co. 
Leathercraft, Inc. a 
Lee Communications, Inc. 
Lee Products Co. . 
Letterex Corp. 

Lumi-plug Co. 


Manpower, Inc. . 
Marchant Division, 

Smith-Corona Marchant Inc. . 
Metal Products Engineering, Inc. .. 
Methods Research Corp. 

Michael Lith Sales Corp. (Kutrimmer) 
Michael Lith Sales Corp. rene 

Miller Sewer Rod Co. ; 
Miller-Trojan Co. . Be ad 241 
Minnesota Mining & Mfg. Co. 

(Double Coated Tape) . tee .. 
Minnesota Mining & Mfg. Co. (Dusting Fabric) 77 
Minnesota Mining & Mfg. Co. 

(Microfilm Products) 23, 24 
Minnesota Mining & Mfg. Co. (Offset biter} 96, 97 
Minnesota Mining & Mfg. Co. (Scotch Tape) 
Minnesota Mining & Mfg. Co. (Therrno-Fax) ... 
Minnesota Mining & Mfg. Co. 

(Typewriter Cleaner) 
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Momar Industries 
Monroe Calculating Machine Co. 
(Accounting Machines) 
Monroe Calculating Machine Co. (Calculators) 
Moore Business Forms, | 
Moore, Inc. Dike 
Mosler Safe Co. 


National Blank Book Co. 
National Cash Register Co. 
(Accounting Machines) 
National Cash Register Co. (NCR Paper) 
National Litho Forms Co. 
Nippo Machine Industry Co., Ltd. 
Nu-Are Co. (Arc Lamps) 
Nu-Arc Co, (Flip-Top) 


Office Products, Inc. ....... 

Office Publications, 

Old Town Corp. 

Olivetti Corp. of America .. 

Ozalid Div. General Aniline & Film Corp. 


Palson Mfg. Co., 

Parsons Paper Co. 

Paterson Parchment Paper Co. 
Photorapid Corp. 

Photostat Corp. . 

Pitney-Bowes, Inc. (Folder-Inserter) 
Pitney-Bowes, Inc. (Mail Opener) 
Plastic Binding Corp. 

Precision Mfg. Co. 
Print-O-Matic Co. ...... 

Pronto File Corp. 


Ramsey Co. ; 
Regna Cash Registers, Inc. 
Rex-Rotary yowoowe my tg ee vc<5 
Reynolds & Reynolds Co BES satareincace 
Richcraft Furniture Corp. 
Rite-Line Corp 
Roberts Ara toad Co., Weldon 
Rogersnap Business Forms . 
Roll-O-Graphic Corp. 
Ross-Martin Co. etisat 
Royal McBee Corp. ’ (Binders) 
Royal McBee Corp. 

(Data Processing Division) 
Royal McBee Corp. (Keysort) 
Royal McBee Corp. (Roytype) . 


Royal McBee Corp. 
(Typewriters) 


Saunders Mf 
Schweitzer Division, Peter J. 
Scott-Rice Co. 
Scotty Engineering Co. 
Scriptomatic, Inc. 
Sengbusch Self-Closing Inkstand Co. 
Shaw-Walker Co. 
Sherfy's Ltd. . 
Shredmaster Corp. 
Smead Mfg. Co. 5 
Smith-Corona Marchant Inc. ...... Inner Front Cover 
Sortkwik 210 
Speed-O-Print Corp. 
Stacor Equipment Co. 
Standard Change-Makers, Inc. 
Standard Instrument Corp. 
Standard Pressed Steel Co., 
Columbia-Hallowell Div. 
Staplex Co. 
Stein Bros. Mfg. Co. (Stebco) 
Stenacerd of America, the, 2.20.66 icc csasseccs 33, 3 
Steno Discs ... 
Stevenson & Smith, 
Storms Co., H. M. 
Super Speed Printing Machinery. Inc. 
Swift Business Machines Corp. 
Swingline, Inc. 


T & H Industries 

Tab Products Co. 

Teletype Corp. 

Thomas Collators, Inc. (Desk Model) 
Thomas Collators, Inc. (Floor Model) 
Torpedo Buromaschinen Werke A.G. 
Traveletter Corp. 

Typerite Corp. .. 

Typewriter Sundries Co. 


I I es oe oe cacaranne'e 190, 
Venus Pen & Pencil Corp. 

Versatile Tool is 

Victor Adding Machine Co. 

Virco Mfg. Corp. 

Virginia | ee Corp. 

Visirecord, Inc. 

Visual Controls Co. 


Wassell a. Inc. 
Webster Co. | Pre 
Wiemer's, Inc. 


YOUR COPIES OF The Office 


IN HANDY VOLUME FILES 


This durable and attractive file in rich maroon 
and gray with 16-carat gold lettering, looks and 
feels like leather and is washable. No irritating 
wires to handle. Any copy may be removed. 
Each file holds one volume (six months) of 
THE OFFICE with the volume index in the last 
copy (June and December); two files hold an 
entire year’s issues. Files are reusable. Uncon- 
ditionally guaranteed. Postpaid in UV. S. 
| File (for six months’ issues) $2.50; 2 Files (for a year's 

issues) $5.00; 3 Files for $7.00; 6 Files for $13.00. 


Jesse Jones Box Corp., P. O. Box 5120, Philadelphia 41, Pa. 
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With favorable economic climate, a gross national 
product of $800 billion (at present price levels) might be 
reached by 1970, according to a study projecting trends 
during the sixties prepared by the National Industrial Con- 
ference Board. The total labor force will reach 87.5 million 
with 4% unemployed. Average weekly hours of work will con- 
tinue to decline at the present rate. Capital investment 
will advance sharply. Output per manhour is expected to rise 
at the postwar rate of 3.2%. 


Considering this forecast, what will your office or- 
ganization be like a little more than nine years from today? 
If your company intends to stay competitive, few, if any, 
regular office jobs will be done manually. Sure, there will 
be more workers available, but not the unskilled variety. 
Between 1959 and 1970, the professional, technical and man- 
agerial work force is likely to increase by more than five 


million or 37%, while the unskilled classification will 
change little. It may be difficult finding employees unless 
you devise some high-sounding titles (with appropriate 
salaries )—or install a complicated looking machine so your 
employees won't lose caste with their friends who work in 
automated offices. 


In a separate release, NICB points out how local gov- 
ernments, searching for non-tax revenues to meet rising 
costs and expand their programs, have greatly increased the 
use of charges for services such as recreation facilities, 
housing, school lunches, hospitals, etc. Because the idea 
is popular, it is expected to grow—and make more clerical 
work for Local government offices throughout the country. 

So if you have high school seniors at home who wonder 
if business administration is worth studying in college, 
tell them there'll be plenty of management jobs awaiting 
them in both business and government. There will not be 
many openings for the unschooled. 
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Offset Duplicator 


handles 90 out of every 100 
office printing jobs 


new DITTO 


DITTO, INC.. 6860 McCormick Road, 
nore ab« Chicago 45, Il. 


ur DITTO Gentlemen: I'm 
new Offset Our 


Name, Title 


ee 





precision engineered to pay off 
right here 


... right where the type bar touches the paper. That’s where this new Royal 
Electric pays off. It pays you with writing so fine it looks cleanly, clearly 
different from the work of other electric typewriters. For the brand new parts 
of this machine make possible: 1 a more clearly etched letter than ever; 
2 a more uniform inking than ever; 3 a more accurate positioning of words 
and letters than ever. The result is better writing than ever. And easier 
writing, too. For this typewriter takes electricity and makes 

it do more for the secretary than any typewriter ever did ROYAL 

Ree” 


before. Call your Royal Representative. 


NOW THE NEW ROYAL ELECTRIC 


A PRODUCT OF ROYAL MCBEE CORPORATION * WORLD'S LARGEST MANUFACTURER OF TYPEWRITERS 


For More Information Circle No. 235 
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